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About This Procedure

This procedure provides instructions for accessing and operating the Reporting Center. The
following information will help you use the procedure more effectively and locate further
assistance if needed.

How The Procedure Is Organized

The major sections of this procedure are described below:

Overview  presents an overview of The Reporting Center, including security access
information and instructions for accessing the system. It also provides basic operational
information including how to get help using The Reporting Center.

Field Instructions For Reporting Center  contains instructions for completing the fields on
reports.

Running Administrative Reports  provides explanations and instructions of all reports on
the Administrative Reports menu.

Running Financial Reports  provides explanations and instructions of all reports on the
Financial Reports menu.

Running Personnel Reports  provides explanations and instructions of all reports on the
Personnel Reports menu.

Running Workforce Reports  provides explanations and instructions of all reports on the
Workforce Reports menu.

Heading Index  provides an alphabetical list of all headings in the procedure. When a
heading is referenced, you can use this index to locate the page number.

To keep you informed about new or changed information related to this system, NFC issues short
publications called bulletins. This procedure and all related bulletins are listed in the NFC
Publications Catalog available online from the NFC Web site (http://www.nfc.usda.gov) home
page. Users can choose to view and/or print bulletins from the list provided in the Publications
Catalog.
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What Conventions Are Used

This procedure uses the following visual aids to identify certain kinds of information:

Convention Example

Important extra information is
identified by a note, warning, caution,
or reminder icon in the left margin.

Note:  If you only have access to one agency, organizational
information will be completed for you.

Figure references link figures with the
text. These references are printed in
bold sans serif font.

On the Select A Report Menu (Figure 7 ), select the
applicable report. 

References to headings in the
procedure are printed in the same font
as figure references.

Note:  When a heading is referenced
in the procedure, you can use the
Heading Index to locate the page
number.

Complete the fields as indicated under My Reports Pop-up
Field Instructions .

References to command buttons or
keyboard keys are printed in bold and
enclosed in brackets.

Click [Done] .

Field names are printed in the margin. User Id Type your Reporting Center Id.

Who To Contact For Help

For questions about the system (including help with unusual conditions), contact the
Payroll/Personnel Call Center at 504-255-4630.

For access to the Reporting Center, contact your agency NFC security officer.
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Overview

This section presents the following topics:

About The Reporting Center

Related Systems

Responsibilities

Access And Security

About The Reporting Center

The Reporting Center is a Web-based application designed, developed, and maintained by the
National Finance Center (NFC) for personal computers (PCs) running on a Microsoft Internet
Explorer Browser of 5.5 SP2 (or higher) or a Netscape Navigator Browser of 6.2 (or higher)
with JavaScript enabled. The Reporting Center is an interactive Web site that enables
agencies to produce predefined and customized reports. The Reporting Center is accessed
from the Application Launchpad on the NFC Home page. These reports can be viewed
online, printed, saved to a folder, and/or displayed in a graphical format.

The Reporting Center is available for use by the following individuals:

• Managers

• Personnel specialists

• Other employees of NFC-serviced agencies

The following types of reports are available on the Reporting Center:

• Administrative

• Financial

• Personnel Action

• Workforce

Related Systems

Listed below are systems from which data is obtained for Reporting Center reports.

Central Accounting System (CAS). CAS is an accounting system that produces financial
management reports required of Treasury, the Office of Management and Budget (OMB), the
General Services Administration (GSA), and other agencies.

Employee Reporting System (EMPR). EMPR maintains master files on employment data.

Federal Agency Centralized Trial Balance System II (FACTS II). The FACTS II database
contains budgetary information used for Budget Execution and Budgetary Resources and
Year-End Closing Statements.
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Federal Financial System (FFIS). FFIS is a fully integrated financial package that is
designed to meet stringent budget and funds control needs, as well as, complex multi-fund
accounting and reporting needs. FFIS integrates a wide range of accounting-related functions
to support a comprehensive financial system including:

• Budget and Funds Control;

• Cost Allocation;

• Project Cost Accounting;

• Spending; and

• Accounts Receivable

Intragovernmental Payment And Collection System (IPAC). IPAC is used to obligate
funds for transactions between government agencies.

Information Research/Inquiry System (IRIS). IRIS provides access to at least one
calendar year of current and five calendar years of historical payroll/personnel data and
certain payroll document history.

Miscellaneous Payments System (MISC). MISC is used to process a variety of payments
and transactions. MISC supports a variety of payments and adjustments through the use of
Forms AD-757, Miscellaneous Payments System, and Form AD-742, Transfer And
Adjustment Voucher. These forms permit authorized agencies to record disbursement and
adjustment transactions within and between agencies directly to accounting records
maintained at NFC.

Online Payment And Collection System Intragovernmental Transactions (OPAC).
OPAC is used to obligate funds for transactions between government agencies.

Payroll Processing System (PAYE). PAYE computes the employee’s gross pay, makes
applicable deductions, applies adjustments (corrected T&As and/or personnel documents)
from the Adjustment Processing System, develops the net amount due, and prepares data for
the issuance of a salary payment by Treasury. PAYE updates the database to reflect salary
payments as well as the employee’s leave. PAYE also prepares an earnings statement for all
paid employees each pay period, reflecting the current payment, plus year-to-date
information on earnings, deductions, leave, bonds, adjustments, retirement, etc. Reports that
are updated biweekly are updated on the Monday following the weekend that PAYE is run.

Planning And Tracking System (PATS). PATS is a Mainframe system used to
track/monitor all system-related projects initiated by the payroll/personnel community.

Purchase Order System (PRCH). PRCH provides a complete purchase order system used
for the purchase of goods and services from commercial or governmental suppliers. PRCH
processes obligations, accruals, and vendor payments for all transactions submitted via Form
AD-838, Purchase Order. PRCH produces disbursement, accounting, and reporting records
and internal journal vouchers. Different codes enable PRCH to pay and account for
transactions based on a predetermined method of payment (e.g., scheduled payments,
advance payments, or partial payments).
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Travel System (TRVL). TRVL is used to process travel authorizations, travel advances, and
travel vouchers for temporary duty and relocation. Documents may be entered into TRVL in
three ways: (1) by submitting hardcopy forms, (2) through Travel Online Data Entry, and
(3) through the PC Travel System.

Responsibilities

Listed below are the responsibilities of the primary organizations involved in processing and
system maintenance.

The Agency:

• Assigns profiles to employee(s).

• Submits access (and access termination) requests for user(s).

The National Finance Center:

• Provides security to prevent unauthorized personnel from accessing the Reporting
Center.

• Provides agencies the capability to view and modify transmitted transactions.

• Maintains suspense transactions in the database until they have been corrected or
deleted.

• Applies all successfully processed transactions to the database.

• Provides help text and procedures for users.

User:

• Never leaves Reporting Center session unattended.

• Does not use the Auto Complete for Id’s and passwords.

• Does not give password to anyone.

• Changes password if there is any suspicion that it has been compromised.

• Clears history after each session, when using a shared PC.

• Exits the NFC Home page before going on to other sites.

Access And Security

Security is designed to prevent the unauthorized use of systems and databases. For security
information, including user identification numbers (user ID’s), passwords, and obtaining
access to a specific system, see the Security Access procedure (Title VI, Chapter 1,
Section 1).

For more information, see:

Requesting Access To The Reporting Center

Hardware Requirements
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Requesting Access To The Reporting Center

To access the Reporting Center, you must:

• Use a personal computer and a secured telecommunications link to NFC.

• Have authorized security clearance.

For information about connecting and disconnecting from your telecommunications network,
see the instructions that are provided with your specific network.

Individuals must request access through their agency’s NFC security officer. The request
should provide the following information:

• User name

• User social security number (ssn)

• User ID

• User email address

• Agency name

• User access level requested. The requester must state whether or not the user requires
access to sensitive data (data contained in the IRIS 300 level screens) and/or detail
data.

• Security Officer or User Acceptance Tester. If the user is either a security officer or a
user acceptance tester, this must be stated on the request.

• Telephone number

• Application name (The Reporting Center, including the reports and organizations
needed. If the user requires access to Administrative Reports, these reports must be
listed individually due to the nature of the data.)

The access level requested should be based on the individual’s assigned work requirements
and job functions.

Hardware Requirements

You will need the following equipment to run the Reporting Center:

• Access to the Internet with a Microsoft Internet Explorer Browser of 5.5 SP2 (or
higher) or a Netscape Navigator Browser of 6.2 (or higher) with JavaScript enabled.

• Access to the Reporting Center.

• A PC with Internet capabilites.

• Printer capable of printing Web pages.
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Getting Started In The Reporting Center

This section presents the following topics:

Learning About The Reporting Center

Starting The Reporting Center

Reporting Center Command Buttons

Changing Your Password

Using The How Do I Pop-ups

Using The Description Pop-ups

Exiting The Reporting Center

Select A Report Menu

Learning About The Reporting Center

To use the Reporting Center, you must have some knowledge of Microsoft Windows. Use
your Windows user guide for help with navigating in a Windows environment. Also, online
help is available to assist you in learning about processing Reporting Center requests.

For more information, see Online Help .

Online Help

The online help feature is available as a reference tool when you are requesting data in the
Reporting Center. To use online help, select Help  at any window.

Starting The Reporting Center

To start the Reporting Center:

1. Log on to the Internet.

2. Connect to the NFC Home Page at www.nfc.usda.gov.

3. On the Application Launchpad on the NFC Home Page, select the Reporting Center
icon. A Warning Message appears (Figure 1 ).
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Figure 1. Warning Message

4. After reading, agreeing to, and accepting the Warning Message (Figure 1 ), click [OK] .
The Reporting Center Main Menu (Figure 2 ) is displayed.

Figure 2. Reporting Center Main Menu

5. To view a list of reports available under each category and a description of each report,
click the down arrow on the Report Descriptions drop-down. This list will display all
available reports. Once you login to the Reporting Center, you will only be able to see
a list of those reports available to you based on your security access.

6. On the Reporting Center Main Menu, complete the fields as indicated under Reporting
Center Main Menu Field Instructions .

7. After completing the User Id and Password fields, click [Login]  to Login to the
Reporting Center. If you do not have a user id and password, you must have your
agency NFC Security Officer submit a Security Access Request requesting access to
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the Reporting Center. For more information on obtaining a user id and password, see
Requesting Access To The Reporting Center .

8. After logging in, you can perform any of the following options:

Change Your Password

Use The Description Pop-ups

Use The How Do I Pop-ups

Change Your Password

You can change your password at any time, but not more than once a day. You will also need
to change your password when it expires.

To change your password:

1. On the Reporting Center Main Menu (Figure 2 ), check the Change Password box.

2. Click [Login] . The Change Your Password pop-up (Figure 3 ) appears.

Figure 3. Change Your Password pop-up

3. Complete the fields on the Change Your Password pop-up (Figure 3 ) as indicated
under Change Your Password Pop-up Field Instructions .

4. Click [Submit]  to save the change. A Confirmation pop-up (Figure 4 ) appears.

Figure 4. Confirmation pop-up

5. Click [OK]  to exit the Confirmation pop-up (Figure 4 ). The Select A Report
menu (Figure 7 ) is displayed.

Use The Description Pop-ups

The Report Descriptions box provides pop-ups that contain descriptions of reports in the
Reporting Center.



Title I, Chapter 29
Reporting Center 

8

To use the Description pop-ups:

1. On the Reporting Center Main Menu (Figure 2 ), click the down arrow to select the
report type to be described.

2. Select a report type from the Report Descriptions box.

3. Click [View] . A Description pop-up (Figure 5 ) appears.

Figure 5. Description pop-up

4. Click [X]  to close the description and return to the Reporting Center Main
Menu (Figure 2 ).

Use The How Do I Pop-ups

How Do I pop-ups (Figure 6 ) are available on the Reporting Center Main Menu (Figure 2 ).
These pop-ups allow users to follow steps in performing various functions on the Reporting
Center.

To use the How Do I pop-ups:

1. On the Reporting Center Main Menu (Figure 2 ), select the applicable question.

2. Click [Find Out] . A How Do I pop-up (Figure 6 ) appears with the information
requested.
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Figure 6. How Do I pop-up

3. Click [X]  to return to the Reporting Center Main Menu (Figure 2 ).

Reporting Center Command Buttons

The following command buttons are used throughout the Reporting Center.

Reporting Center Command Buttons

Button Description

Cancel
Used to cancel an action and return to the report.

Close
Used to close a window.

Done
Used to confirm that a selection has been made and to return
to the report.

Exclude
Used to exclude certain selections from a selection list.

Go
Used when making a selection on the Run The Report menu.

Include
Used to include certain selections from a selection list.

Next
Used to advance to the next level of an organizational
structure to further customize a report.

Open
Used to open a file.



Title I, Chapter 29
Reporting Center 

10

Reporting Center Command Buttons

DescriptionButton

Open Folder
Used to open a folder.

OK
Used to accept an action.

Previous
Used to return to the previous level when defining the
organizational structure.

Reset
Used to refresh the field and return to the report.

Save
Used to save data.

Search
Used to search for an employee’s last name or ssn.

Select
Used to select an item from a list.

X
Used to close the open window.

Yes
Used to accept an action.

Exiting The Reporting Center

You can exit the Reporting Center from any window in the application.

To exit the Reporting Center:

1. At any Reporting Center window, click [Logoff]  to return to the NFC Home page.

Select A Report Menu

After you connect to the Reporting Center, the Select A Report Menu (Figure 7 ) is displayed.
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Figure 7. Select A Report Menu

The Select A Report Menu (Figure 7 ) displays the following options:

• Administrative Reports. This section provides administrative type reports. The
following reports are available on the Administrative Reports menu.

• Energy Data Download

• Energy Detail

• Energy Summary

• GESD Request Tracking

• Leave Error

• Telephone Download

• Telephone Over The Max Limit

• Outstanding Travel Advances (3731)

• OTRS/IPAC (OPAC Tracking and Reconciliation System)

• Financial Reports. This section provides reports containing financial data. The
following reports are available on the Financial Reports menu.

• SF-224 Abstract Of Trans (SCAP5D)

• FSDW (Financial Statement Data Warehouse) Abnormal Balance By Treasury
Symbol

• FSDW Abnormal Balance By Fund

• FSDW Adjustments Report

• FSDW Consolidated Financial Statements

• FSDW Crosswalk Trial Balance

• FSDW Eliminations Report

• FSDW Financial Statement Consistency Report
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• FSDW GL Account Trial Balance

• FSDW Preliminary Financial Statements

• FSDW Trial Balance By Treasury Symbol

• FACTS II SF 133

• FACTS II FMS 2108

• SF 2812

• Personnel Action Reports. This section provides provides reports containing data
based upon employee personnel actions. The following reports are available on the
Personnel Action Reports menu.

• Hires

• Hires Minority Profile

• Promotions

• Promotions Minority Profile

• Separations

• Separations Minority Profile

• Workforce Reports. This section provides reports containing data based upon
workforce diversity. The following reports are available on the Workforce Reports
menu.

• Age Profile

• Civilian Employment (SF-113A) Report

• Civilian Employment (SF-113G) Report

• Dental Plan Payment

• Dues Withheld

• Education Level Profile

• Employee Search (By Name)

• Employee Search (By SSNO)

• Employment By Disability Code

• EPP Usage Statics

• Employment Changes

• Flex Fund

• Gender Profile

• Grade Distribution

• Grade Across Minority And Gender

• Grade Range
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• Leave Balances

• Leave Liability

• Length Of Service Profile

• Life Insurance Listing

• Minority Profile

• Occupation (PATCO) Profile

• Official Time For Union Business

• Organization Profile

• Overdue Performance Appraisals

• Pay Plan And Grade Distribution

• Payroll Listing For W-2 Research

• Reduction In Force (RIF) Report

• Retirement Eligibility

• Retirement Profile (Inc. Early Out)

• Roster Of Employees

• Salary Summary

• Use-Or-Lose Leave Report

• Workforce Analysis

• My Reports. This section provides reports created for and by the user. These are
reports that a user runs often and saves to the My Reports folder to run periodically
without having to reenter the criteria.

• Logoff. Used to log off of the Reporting Center.
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Using The Reporting Center

This section presents the following topics:

Creating Reports

Creating A Report As A Chart Or Graph

Viewing Reports Online

Saving Reports To Your My Reports Folder

Retrieving A Report From Your My Reports Folder

Creating A Spreadsheet

Saving Reports To A Folder

Creating Reports

The Reporting Center allows you to create various reports.

To create a report:

1. On the Select A Report Menu (Figure 7 ), select the applicable report to be created. The
selected report is displayed.

2. Complete the fields on the applicable report.

OR

Select the applicable criteria for the report.

3. After completing each field, click the applicable command button.

Note:  After you click in a field, if you know the first character of the value that you
wish to put in a field, you can type that character and the list will jump to values
beginning with that character.

Note:  If you only have access to one agency, organizational information will be
completed for you.

Note:  If you do not have access to sensitive data, you will not see the fields where
sensitive data is displayed. Also, if you do not have access to sensitive data and after
running a report, you get a result of a sensitive data value less than 3, an *  (asterisk)
will be displayed in the field rather than the number.

4. After all fields are completed, select the applicable action to be taken on the Run The
Report menu (Figure 8 ). Depending on the report selected, there are four Run The
Report menus (Figure 8 ).
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Figure 8. Run The Report menu

The following actions may be taken from the Run The Report menus (Figure 8 ).

• Run The Report . The report is displayed.

• Save In My Reports Folder . The report is saved in the My Reports option.

• Save Report As A Spreadsheet . The report is displayed as a spreadsheet.

• Save Report In A Folder . The report is saved to a folder.

• Save Output In A Folder . The report is saved to a folder.

5. After selecting the applicable action, click [Go] . The report is processed.

Creating A Report As A Chart Or Graph

The Reporting Center allows all Personnel Action reports and certain Workforce reports to be
displayed as charts and/or graphs. Only those reports that contain the field Report As Chart
Or Graph can be displayed as a chart or graph.

To create a chart or a graph:

1. On the Select A Report Menu (Figure 7 ), select the applicable report. The selected
report is displayed. The following reports have the Report As Chart Or Graph field:

Personnel Actions Report Menu

• All Actions

• All Actions Minority Profile

• Hires

• Hires Minority Profile

• Promotions

• Promotions Minority Profile

• Separations

• Separations Minority Profile

Workforce Reports Menu

• Age Profile
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• Education Level Profile

• Gender Profile

• Grade Distribution

• Length Of Service Profile

• Minority Profile

• Occupation (PATCO (Professional, Administrative, Technical, Clerical, Other))
Profile

• Organization Profile

• Retirement Eligibility

• Retirement Profile (Inc. Early Out)

• Salary Summary

2. Complete the fields on the appropriate report.

3. After completing each field, click the applicable command button.

4. To create a chart, select Chart  in the Report As Chart Or Graph field.

OR

To create a graph, select Graph  in the Report As Chart Or Graph field.

5. Select the applicable action to be taken on the Run The Report menu (Figure 8 ).

6. After selecting the applicable action, click [Go] . The report(s) (Figure 9 )
and (Figure 10 ) is displayed.

Figure 9. Report Displayed As A Chart
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Figure 10. Report Displayed As A Graph

Viewing Reports Online

You can run certain reports to be viewed online. Only reports that have the Run The Report
option on the Run The Report menu (Figure 8 ) can be viewed online. These reports may also
be printed using this option.

To view a report online:

1. On the Select A Report Menu (Figure 7 ), select the applicable report. The selected
report is displayed.

Note:  All reports except Energy Data Download, Telephone Download, Employee
Search (By Name), FSDW Facts I File, and Employee Search (By SSNO) have the
Run The Report  option on the Run The Report menu (Figure 8 ).

2. Complete the fields on the applicable report.

3. After completing each field, click the applicable command button.

4. Select Run The Report  on the Run The Report menu (Figure 8 ).

5. Click [Go] . The report (Figure 11 ) is displayed for viewing.

Figure 11. Report Displayed For Viewing
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Saving Reports In My Reports Folder

You can save your report(s) to the My Reports folder option. By saving your report(s) to My
Reports folder, you can run the same reports periodically without having to reenter data.
When using this option, you can only run the report with the data previously entered. This is
most useful when running routine reports that contain current data. You cannot change any of
the selection criteria when using this option.

To save a report to My Reports:

1. On the Select A Report Menu (Figure 7 ), select the applicable report. The selected
report is displayed.

Note:  All reports except Employee Search (By Name), FSDW Facts I File, and
Employee Search (By SSNO) have the Save In My Reports Folder  option on the Run
The Report menu (Figure 8 ).

2. Complete the fields on the applicable report.

3. After completing each field, click the applicable command button.

4. Select Save In My Reports Folder  on the Run The Report menu (Figure 8 ).

5. Click [Go] . The My Reports pop-up (Figure 12 ) appears.

Figure 12. My Reports pop-up

6. Complete the fields as indicated under My Reports Pop-up Field Instructions .

7. Click [Done] . A Confirmation pop-up appears (Figure 13 ).

Figure 13. Confirmation pop-up

8. Click [OK] . The report requested is displayed.
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Retrieving Reports From Your My Reports Folder

You can retrieve reports that you have previously saved from your My Reports folder. By
retrieving a report from your My Reports folder, you can run the report with the most current
information in the database based on the criteria that you entered when you saved the report
to My Reports.

To retrieve a report from your My Reports folder:

1. On the Select A Report Menu (Figure 7 ), select My Reports . The My Reports Listing
menu (Figure 14 ) is displayed with a list of reports that you saved to your My Reports
folder.

Figure 14. My Reports Listing menu

2. On the My Reports Listing menu (Figure 14 ), complete the fields as indicated under
My Reports Listing Menu Field Instructions .

3. Click [Select] . A pop-up (Figure 15 ) appears listing the report selected.

Figure 15. Pop-up With Selected Report

4. After clicking [Select] , select the applicable action on the Run The Report menu (for
My Reports) (Figure 16 ).

Figure 16. Run The Report menu (for My Reports)

The following actions may be taken from the Run The Report menu (for My Reports).
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• Run The Report . The report is displayed.

• Edit My Reports (Title And Notes) . You can modify the Report Name and/or
Notes field(s) on the My Reports pop-up (Figure 12 ). You cannot modify the
fields on the report. The only way to modify the fields on a report is to select the
applicable report, complete the fields, and rerun the report.

• Remove From My Reports List . You can remove the report from your My Reports
folder.

• Save Report As A Spreadsheet . The report is displayed as a spreadsheet.

• Save Output In A Folder . The report is saved to a folder.

5. Click [Go] .

Creating A Spreadsheet

The Reporting Center allows you to create a spreadsheet for certain reports. Only reports that
have the Save Report As A Spreadsheet  option on the Run The Report menu (Figure 8 ) can
be created as spreadsheets.

To create a spreadsheet:

1. On the Select A Report Menu (Figure 7 ), select the applicable report. The selected
report is displayed.

Note:  All reports, except SF 2812, Employee Search (By Name), and Employee
Search (By SSNO) have the Save Report As A Spreadsheet  option.

2. Complete the fields on the applicable report.

3. After completing each field, click the applicable command button.

4. Select Save Report As A Spreadsheet  on the Run The Report menu (Figure 8 ).

5. Click [Go] .

6. Follow the onscreen prompts unique to your browser/setup to save your report as a
spreadsheet. After you follow the prompts, your report will be displayed as a
spreadsheet.
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Figure 17. Report Displayed As A Spreadsheet

Saving Reports To A Folder

The Reporting Center allows you to save some of your reports to a folder so that more than
one person can utilize the report(s). Only reports that have the Save Report In A Folder
option or the Save Output To A Folder  option on the Run The Report menu (Figure 8 ) can be
saved to a folder.

To save reports to a folder:

1. On the Select A Report Menu (Figure 7 ), select the applicable report. The selected
report is displayed.

Note:  All reports except Energy Data Download, Telephone Data Download,
Employee Search (By Name), and Employee Search (By SSNO) have the Save Report
In A Folder  option or the Save Output To A Folder  option.

2. Complete the fields on the applicable report.

3. After completing each field, click the applicable command button.

4. Select Save Report In A Folder  or Save Output To A Folder  on the Run The Report
menu (Figure 8 ).

5. Click [Go] .

6. Follow the onscreen prompts unique to your browser/setup to save your report to a
folder. After you follow the prompts, your report will be saved in a folder.
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Field Instructions For Using The Reporting Center

This section presents the following topics:

Reporting Center Main Menu Field Instructions

Change Your Password Pop-up Field Instructions

Select A Report Menu Description

My Reports Pop-up Field Instructions

My Reports Listing Menu

Reporting Center Main Menu Field Instructions

The Reporting Center Main Menu (Figure 2 ) is displayed when you click [OK]  on the
Warning Message (Figure 1 ). The Reporting Center Main Menu (Figure 2 ) offers How Do I
for instructions for functions on the Reporting Center, Report Descriptions  which offers a
drop down containing descriptions of available reports, a Message Board  which contains a
list of the most recently updated reports, and a News  section which gives information
regarding current updates to the Reporting Center. The text on these options changes as
information is updated on the Reporting Center. For more information on the Reporting
Center Main Menu, see Starting The Reporting Center .

User ID Type your Reporting Center user ID.

Password Type your password. If you are accessing the FSDW Financial reports, your
Reporting Center password must be the same as your NFC Mainframe
password.

Change Password Check this box if you wish to change your password. The default for this field is
blank. If you check this box, the Change Your Password pop-up (Figure 3 )
appears after you click [Login] . For instructions on changing your password, see
Changing Your Password .

How Do I... Click the down arrow to receive instructions for performing various functions in
the Reporting Center. Valid values are Create A Report , Save
Customized Reports , Use The Org Structure Wizard ,
and Export To A Spreadsheet .

Report Descriptions Click the down arrow to receive descriptions of reports available. All reports
currently available on the Reporting Center are listed on Report Descriptions.

Change Your Password Pop-up Field Instructions

The Change Your Password pop-up (Figure 3 ) appears when you check the Change Password
box and click [Login]  on the Reporting Center Main Menu (Figure 2 ).
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Enter New Password Type your new password. If you are accessing the FSDW Financial reports,
your Reporting Center password must be the same as your NFC Mainframe
password.

Confirm New Password Retype your new password.

Select A Report Menu Description

The Select A Report Menu (Figure 7 ) is displayed after you login to the Reporting Center.
The Select A Report Menu (Figure 7 ) allows you to choose the type of report that you wish
to display. For instructions on using the Select A Report Menu (Figure 7 ), see Select A
Report Menu .

My Reports Pop-up Field Instructions

The My Reports pop-up (Figure 12 ) appears when you click [Go]  after selecting Save In My
Reports Folder  on the Run The Report menu (Figure 8 ).

Report Name Type the name that you want to give the report. This should be something easy
for you to remember. Information in this field may be changed.

Sub Heading (Selection
Criteria)

This field is system generated based upon criteria entered on the report.

Notes Type any notes related to the report. This field is available for you to record any
information that will help you when running the report. Information in this field
may be changed.

My Reports Listing Menu Field Instructions

The My Reports Listing menu (Figure 14 ) is displayed when you select My Reports  on the
Select A Report Menu (Figure 7 ).

List Box This field is system generated based on the names that you gave the reports
saved to your My Reports folder. A list of reports saved is displayed in this
field. Select the applicable report to be retrieved.

Include Notes Select the applicable radio button to designate whether or not to include notes
when running the report. These are notes from the Notes field on the My
Reports pop-up (Figure 12 ). Valid values are Yes  and No. The default for this
field is Yes .
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Running Administrative Reports

The Administrative Reports menu (Figure 18 ) contains the following reports:

Energy Data Download

Energy Detail

Energy Summary

Leave Error

Telephone Download

Telephone Over The Max Limit Report

OTRS/IPAC

Figure 18. Administrative Reports menu
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Energy Data Download

The Energy Data Download report is displayed when you select Energy Data Download  on
the Administrative Reports menu (Figure 18 ). This report contains energy data on all feeder
systems currently logged into NFC. Data for this report is obtained from NFC’s Energy
database and is updated monthly. The Energy database contains data from the Utilities
System, MISC, PRCH, and FFIS.

Figure 19. Energy Data Download report

After running the Energy Data Download report (Figure 19 ), the Energy Data Download
report (with criteria) (Figure 20 ) is displayed.

Figure 20. Energy Data Download report (with criteria)

Field Instructions:

Agency Click the Agency field to select the applicable agency for the report. Both the
2-digit agency code and the literal are displayed in this field. If a single agency,
other than 01-Office Of The Secretary , 30-Food And
Nutrition Service , 37-Food Safety And Inspection
Service , IT-Office Of The Chief Info Officer ,
CE-FSA County Office Committee , CU-Customs &
Border Protection , or PI-DHS Plum Island  is chosen,
additional fields are generated. If multiple agencies are chosen, additional fields
are not generated. The default for this field is All . Multiple or block selections
are available in this field.

As each agency is selected, different fields are displayed. These fields are
specific to each agency.
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Cost Resp. Center This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

Cost Resp. Division This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code.
Available selections for this field are based upon your entry in the Cost Resp.
Center field. Multiple or block selections are available in this field.

Location This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Location 2 This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Appn/Allottee This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Class/Sp. Purpose This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Region This field is generated when you select 08-Risk Management
Agency , 11-Forest Service , or 16-Natural Resources
Consv Serv  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Suboffice This field is generated when you select 08-Risk Management Agency
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Unit This field is generated when you select 11-Forest Service  in the
Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Subunit This field is generated when you select 11-Forest Service  in the
Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Special Purpose This field is generated when you select 16-Natural Resources
Consv Service  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.
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FY/ Fund This field is generated when you select 20-Natl Agrl Statistics
Service  or 23-Off. Of The Inspector General  in the
Agency field. Click the field to select the applicable accounting code. Multiple
or block selections are available in this field.

Division This field is generated when you select 20-Natl Agrl Statistics
Service  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

State Office This field is generated when you select 20-Natl Agrl Statistics
Service  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Organization This field is generated when you select 23-Off. Of The Inspector
General  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Pgm/Rgn/Div This field is generated when you select 34-Animal/Plant Health
Insp. Serv.  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Organizaton This field is generated when you select 34-Animal/Plant Health
Insp. Serv.  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Mgmt. Code This field is generated when you select 36-GIPSA  in the Agency field. Click
the field to select the applicable accounting code (Option 1). Multiple or block
selections are available in this field.

Budget Act. This field is generated when you select 36-GIPSA  in the Agency field. Click
the field to select the applicable accounting code (Option 2). Multiple or block
selections are available in this field.

FY/Appn This field is generated when you select 90-Off Of The Chief
Financial Offcr  or 98-Office Of Operations  in the Agency
field. Click the field to select the applicable accounting code (Option 1).
Multiple or block selections are available in this field.

Org This field is generated when you select 90-Off Of The Chief
Financial Offcr  in the Agency field. Click the field to select the
applicable accounting code (Option 2). Multiple or block selections are
available in this field.
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Div/Branch This field is generated when you select 98-Office Of Operations  in
the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

Office/Division This field is generated when you select DA-Departmental
Administration  in the Agency field. Click the field to select the
applicable accounting code (Option 1). Multiple or block selections are
available in this field.

Index Code This field is generated when you select FA-Farm Service Agency  in
the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Account Number Click the field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Service Location Click the field to select the applicable service location name available. The
available options are determined by selection criteria in previous fields. The
default for this field is All . Multiple or block selections are available in this
field.

Geographic Location
Code

Click the field to select the applciable geographic location code(s). The
available options are determined by selection criteria in previous fields. The
default for this field is All . Multiple or block selections are available in this
field.

Service Date Click the field to select the applicable timeframe for the report. The available
options are determined by selection criteria in previous fields. If conflicting
dates are selected, the report will not generate. The default for this field is All .
Multiple or block selections are available in this field.

Govt. Owned/Leased Click the field to indicate whether or not the building is owned or leased by the
government. The available options are determined by selection criteria in
previous fields. Valid values are G-Government Owned  and L-Leased .
The default for this field is All . Multiple or block selections are available in
this field.

Vendor Click the field to indicate the vendor name (utility company). The available
options are determined by selection criteria in previous fields. The default for
this field is All . Multiple or block selections are available in this field.

Feeder System Acronym Click the field to select the applciable 4-position Feeder System acronym for the
applicable NFC application. The available options are determined by selection
criteria in previous fields. The default for this field is All . Multiple or block
selections are available in this field.
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Energy Type Click the field to select the applicable energy type. The available options are
determined by selection criteria in previous field. The default for this field
is All . Multiple or block selections are available in this field.
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Energy Detail

The Energy Detail report (Figure 21 ) is displayed when you select Energy Detail  on the
Administrative Reports menu (Figure 18 ). This report contains energy data concerning feeder
systems currently logged into NFC. Data for this report is obtained from NFC’s Energy
database and is updated monthly. The Energy database contains data from the Utilities
System, MISC, PRCH, and FFIS.

Figure 21. Energy Detail report

After running the Energy Detail report (Figure 21 ), the Energy Detail report (with
criteria) (Figure 22 ) is displayed.

Figure 22. Energy Detail report (with criteria)
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Field Instructions:

Agency Click the Agency field to select the applicable agency for the report. If a single
agency, other than 01-Office Of The Secretary , 30-Food And
Nutrition Service , 37-Food Safety And Inspection
Service , IT-Office Of The Chief Info Officer ,
CE-FSA County Office Committee , CU-Customs &
Border Protection , or PI-DHS Plum Island  is chosen,
additional fields are generated. If multiple agencies are chosen, additional fields
are not generated. The default for this field is All . Multiple or block selections
are available in this field.

Cost Resp. Center This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Cost Resp. Division This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Location This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Location 2 This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Appn/Allottee This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Class/Sp. Purpose This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Region This field is generated when you select 08-Risk Management
Agency , 11-Forest Service , or 16-Natural Resources
Consv Serv  in the Agency field. Click the field to select the applicable
accounting code (Option 1). Multiple or block selections are available in this
field.

Sub-Office This field is generated when you select 08-Risk Management Agency
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.
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Unit This field is generated when you select 11-Forest Service  in the
Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Subunit This field is generated when you select 11-Forest Service  in the
Agency field. Click the field to select the applicable accounting code
(Option 3). Multiple or block selections are available in this field.

Sp. Purpose This field is generated when you select 16-Natural Resources
Consv Service  in the Agency field. Click the field to select the applicable
accounting code (Option 2). Multiple or block selections are available in this
field.

F/Y Fund This field is generated when you select 20-Natl Agrl Statistics
Service  or 23-Off. Of The Inspector General  in the
Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Division This field is generated when you select 20-Natl Agrl Statistics
Service  in the Agency field. Click the field to select the applicable
accounting code (Option 2). Multiple or block selections are available in this
field.

State Office This field is generated when you select 20-Natl Agrl Statistics
Service  in the Agency field. Click the field to select the applicable
accounting code (Option 3). Multiple or block selections are available in this
field.

Organization This field is generated when you select 23-Off. Of The Inspector
General  in the Agency field. Click the field to select the applicable
accounting code (Option 2). Multiple or block selections are available in this
field.

Pgm/Rgn/Div This field is generated when you select 34-Animal/Plant Health
Insp. Serv.  in the Agency field. Click the field to select the applicable
accounting code (Option 1). Multiple or block selections are available in this
field.

Org/Sub-Unit This field is generated when you select 34-Animal/Plant Health
Insp. Serv.  in the Agency field. Click the field to select the applicable
accounting code (Option 2). Multiple or block selections are available in this
field.

Mgmt. Code This field is generated when you select 36-GIPSA  in the Agency field. Click
the field to select the applicable accounting code (Option 1). Multiple or block
selections are available in this field.
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Budget Act. This field is generated when you select 36-GIPSA  in the Agency field. Click
the field to select the applicable accounting code (Option 2). Multiple or block
selections are available in this field.

FY/Appn This field is generated when you select 90-Off Of The Chief Fi-
nancial Offcr  or 98-Office Of Operations  in the Agency
field. Click the field to select the applicable accounting code (Option 1). Multi-
ple or block selections are available in this field.

Org This field is generated when you select 90-Off Of The Chief
Financial Offcr  in the Agency field. Click the field to select the
applicable accounting code (Option 2). Multiple or block selections are
available in this field.

Office/Division This field is generated when you select DA-Departmental
Administration  in the Agency field. Click the field to select the
applicable accounting code (Option 1). Multiple or block selections are
available in this field.

Index Code This field is generated when you select FA-Farm Service Agency  in
the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Account Number Click the field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Service Location Name Click the field to select the applicable service location available. The available
options are determined by selection criteria in previous fields. The default for
this field is All . Multiple or block selections are available in this field.

Geographic Location
Code

Click the field to select the applciable geographic location code(s). The
available options are determined by selection criteria in previous fields. The
default for this field is All . Multiple or block selections are available in this
field.

Service Date Click the field to select the applicable timeframe for the report. The available
options are determined by selection criteria in previous fields. If conflicting
dates are selected, the report will not generate. The default for this field is All .
Multiple or block selections are available in this field.

Govt. Owned/Leased Click the field to indicate whether or not the building is owned or leased by the
government. The available options are determined by selection criteria in
previous fields. Valid values are L-Leased  and G-Government Owned .
The default for this field is All . Multiple or block selections are available in
this field.
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Vendor Click the field to indicate the applicable utility company. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Feeder System Acronym Click the field to select the applciable 4-position acronym for the applicable
NFC application. The available options are determined by selection criteria in
previous fields. The default for this field is All . Multiple or block selections
are available in this field.

Energy Type Click the field to select the applicable energy type. The available options are
determined by selection criteria in previous field. The default for this field is
All . Multiple or block selections are available in this field.

Sort By Click this field to select the sort options. Multiple or block selections are not
available for this field. If multiple agencies were selected in the Agency field,
you can sort by agency. If a single agency was selected in the Agency field, you
can sort by accounting class. The default sort is Accounting Class 1 .
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Energy Summary

The Energy Summary report (Figure 23 ) is displayed when you select Energy Summary  on
the Administrative Reports menu (Figure 18 ). This report contains energy data on all feeder
systems currently logged into NFC. Data for this report is obtained from NFC’s Energy
database and is updated monthly. The Energy database contains data from the Utilities
System, MISC, PRCH, and FFIS.

Figure 23. Energy Summary report

After running the Energy Summary report (Figure 23 ), the Energy Summer report (with
criteria) (Figure 24 ) is displayed.

Figure 24. Energy Summary report (with criteria)
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Field Instructions:

Agency Click this field to the select the applicable agency. If a single agency, other than
22-COOP State, Res, Educ, And Ext Serv , 30-Food
And Nutrition Service , IT-Office Of The Chief Info
Officer , CE-FSA County Office Committee , CU-Customs
& Border Protection , or PI-DHS Plum Island . is chosen,
additional fields are displayed. If you multiple agencies are chosen, the
additional fields are not displayed. The default for this field is All . Multiple or
block selections are available in this field.

Cost Resp. Center This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Cost Resp. Division This field is generated when you select 02-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Location This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Location 2 This field is generated when you select 03-Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Appn/Allottee This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Class/Sp. Purpose This field is generated when you select 07-Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Region This field is generated when you select 08-Risk Management
Agency , 11-Forest Service , or 16-Natural Resources
Consv Serv  in the Agency field. Click the field to select the applicable
accounting code (Option 1). Multiple or block selections are available in this
field.

Sub-Office This field is generated when you select 08-Risk Management Agency
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.
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Unit This field is generated when you select 11-Forest Service  in the
Agency field. Click the field to select the applicable accounting code. Multiple
or block selections are available in this field.

Sub Unit This field is generated when you select 11-Forest Service  in the
Agency field. Click the field to select the applicable accounting code. Multiple
or block selections are available in this field.

Sp. Purpose This field is generated when you select 16-Natural Resources
Consv Service  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

FY/ Fund This field is generated when you select 20-Natl Agrl Statistics
Service  or 23-Off. Of The Inspector  in the Agency field. Click
the field to select the applicable accounting code. Multiple or block selections
are available in this field

Division This field is generated when you select 20-Natl Agrl Statistics
Service  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

State Office This field is generated when you select 20-Natl Agrl Statistics
Service  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Organizaton This field is generated when you select 23-Off. Of The Inspector
General  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Pgm/Rgn/Div This field is generated when you select 34-Animal/Plant Health
Insp. Serv.  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Org/Sub-Unit This field is generated when you select 34-Animal/Plant Health
Insp. Serv.  in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Mgmt. Code This field is generated when you select 36-GIPSA  in the Agency field. Click
the field to select the applicable accounting code. Multiple or block selections
are available in this field.

Budget Act. This field is generated when you select 36-GIPSA  in the Agency field. Click
the field to select the applicable accounting code. Multiple or block selections
are available in this field.
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FY/Appn This field is generated when you select 90-Off Of The Chief
Financial Offcr  or 98-Office Of Operations  in the Agency
field. Click the field to select the applicable accounting code. Multiple or block
selections are available in this field.

Org This field is generated when you select 90-Off Of The Chief
Financial Offcr  in the Agency field. Click the field to select the
applicable accounting code. Multiple or block selections are available in this
field.

Div/Branch This field is generated when you select 98-Office Of Operations  in
the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

Office/Division This field is generated when you select DA-Departmental
Administration  in the Agency field. Click the field to select the
applicable accounting code. Multiple or block selections are available in this
field.

Index Code This field is generated when you select FA-Farm Service Agency  in
the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

Account Number Click the field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Service Location Name Click the field to select the applicable service location available. The available
options are determined by selection criteria in previous fields. The default for
this field is All . Multiple or block selections are available in this field.

Geographic Location
Code

Click the field to select the applciable geographic location code(s). The
available options are determined by selection criteria in previous fields. The
default for this field is All . Multiple or block selections are available in this
field.

Service Date Click the field to select the applicable timeframe for the report. The available
options are determined by selection criteria in previous fields. If conflicting
dates are selected, the report will not generate. The default for this field is All .
Multiple or block selections are available in this field.

Govt. Owned/Leased Click the field to indicate whether or not the building is owned or leased by the
government. The available options are determined by selection criteria in
previous fields. Valid values are G-Government Owned  and L-Leased .
The default for this field is All . Multiple or block selections are available in
this field.
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Vendor Click the field to select the applicable utility company. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Feeder System Acronym Click the field to select the applciable 4-position acronym for the applicable
NFC application. The available options are determined by selection criteria in
previous fields. The default for this field is All . Multiple or block selections
are available in this field.

Summarize By Click this field to select the sort options. Multiple or block selections are not
available for this field. If multiple agencies were selected in the Agency field,
you can sort by agency. If a single agency was selected in the Agency field, you
can sort by accounting class.
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Leave Error

The Leave Error report (Figure 25 ) is displayed when you select Leave Error  on the
Administrative Reports menu (Figure 18 ). This report contains leave error data used by
timekeepers when working with time and attendance and leave audits. Data for this report is
obtained from the Payroll/Personnel database and is updated biweekly.

Figure 25. Leave Error report

After running the Leave Error report (Figure 25 ), the Leave Error report (with
criteria) (Figure 26 ) is displayed.

Figure 26. Leave Error report (with criteria)

Field Instructions

Contact Point Click this field to select the applicable contact point. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Sort Order Click this field to select the applicable sort option. Click the down arrow to
display the various sort options. Each level has two parts. The first part is the
literal sort, and the second part is whether or not you want to sort in ascending
or descending order. This field defaults to Contact Point, Last
Name. After making your selection, click [Done] , [Cancel] , or [Reset] , as
applicable.



Title I, Chapter 29
Reporting Center 

46



Title I, Chapter 29
Reporting Center 

R
unning A

dm
inistrative R

eports

47

Telephone Download

The Telephone Download report (Figure 27 ) is displayed when you select Telephone
Download  from the Administrative Reports menu (Figure 18 ). This report provides a
download of all telephone data currently in the NFC database. Data for this report is obtained
from TELE and is updated weekly.

Figure 27. Telephone Download report

After running the Telephone Download report (Figure 27 ), the Telephone Download report
(with criteria) (Figure 28 ) is displayed.

Figure 28. Telephone Download report (with criteria)

Field Instructions:

Agency Click the Agency field to select the applicable agency for the report. If a single
agency, other than 01-Office Of The Secretary , is chosen,
additional fields are generated. If multiple agencies are chosen, additional fields
are not generated. The default for this field is All . Multiple or block selections
are available in this field.
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Account Number Click this field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Account Status Click this field to select the applicable account status. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

T&A Contact Point Click this field to select the applicable T&A contact point. The available
options are determined by selection criteria in previous fields. The T&A contact
point is displayed in this field with the agency code, state code, town code, and
unit code. The timekeeper code is not displayed in this field. The default for this
field is All . Multiple or block selections are available in this field.

T&A Contact Name Click this field to select the name of the applicable T&A contact point. The
available options are determined by selection criteria in previous fields. The
default for this field is All . Multiple or block selections are available in this
field.

T&A Contact (City) Click this field to select the applicable city. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

T&A Contact (State) Click this field to select the applicable state. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Service Location Click this field to select the applicable service location. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Service Location (City) Click this field to select the applicable service location city. The available
options are determined selection criteria in privious fields. The default for this
field is All . Multiple or block selections are available in this field.

Service Location (State) Click this field to select the applicable service location state. The available
options are determined by selection criteria in previous fields. The default for
this field is All . Multiple or block selections are available in this field.

Vendor Number Click this field to select the applicable vendor number for the applicable
telephone company. The available options are determined by selection criteria in
previous fields. The default for this field is All . Multiple or block selections
are available in this field.
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Vendor Name Click this field to select the applicable vendor name. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Vendor (City) Click this field to select the applicable vendor city. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Vendor (State) Click this field to select the applicable vendor state. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Type Service Click this field to select the applicable type of service. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Billing Cycle Click this field to select the applicable time frame for the billing cycle. The
available options are determined by selection criteria in previous fields. The
default for this field is All . Multiple or block selections are available in this
field.



Title I, Chapter 29
Reporting Center 

50



Title I, Chapter 29
Reporting Center 

R
unning A

dm
inistrative R

eports

51

Telephone Over The Max Limit

The Telephone Over the Max Limit report (Figure 29 ) is displayed when you
select Telephone Over The Max Limit  on the Administrative Reports menu (Figure 18 ). This
report contains data regarding telephone accounts that have exceeded their service or toll
limits.

Figure 29. Telephone Over The Max Limit report

After running the Telephone Over The Max Limit report (Figure 29 ), the Telephone Over The
Max Limit report (with criteria) (Figure ) is displayed.

Figure 30. Telephone Over The Max Limit report (with criteria)

Field Instructions

Agency Click this field to select the applicable agency. After making your selection,
click [Done] , [Cancel] , or [Reset] , as applicable.

Account Number Click this field to select the applicable account number. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.

T&A Contact Point Click this field to select the applicable T&A contact point. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Vendor Name Click this field to select the applicable vendor name. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Type Service Click this field to select the applicable service type. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.
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Date Processed Click this field to select the applicable date processed. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Sort By Click this field to select the applicable sort options. This field defaults to Date
Processed . After making your selection, click [Done] , [Cancel] , or [Reset] ,
as applicable.
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OTRS/IPAC

The OTRS/IPAC report (Figure 31 ) is displayed when you select OTRS/IPAC on the
Administrative Reports menu (Figure 18 ). This report contains accounting data used to track
bills. There are two reports available on this option. They are the Aged Report Of
Unprocessed OPAC/IPAC Bills  and the Completely Processed OPAC/IPAC Bills . Data for
this report is obtained from the OTRS/IPAC Tracking and Reconciliation System database
and is updated nightly.

Figure 32. OTRS/IPAC report

After running the OTRS/IPAC report (Figure 32 ), the OTRS/IPAC report (with
criteria) (Figure 33 ) is displayed.

Figure 33. OTRS/IPAC report (with criteria)

Field Instructions

OTRS/IPAC Report Click this field to select the applicable type of report to be run. Valid values are
Aged Report Of Unprocessed OPAC/IPAC Bills  and
Completely Processed OPAC/IPAC Bills . The default for this
field is Aged Report Of Unprocessed OPAC/IPAC Bills .

You can also select from various spreadsheets. If you select one of the
spreadsheets, the report is run based on the spreadsheet selected. You do not
need to complete the remaining fields if one of the spreadsheets is selected. The
other fields are no longer displayed if you select one of the spreadsheets.

After making your selection, click [Done]  or [Reset] , as applicable.
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ALC Click this field to select the applicable ALC (Agency Location Code). The
default for this field is All . After making your selection, click [Done] ,
[Cancel] , or [Reset] , as applicable.

Bills Dated Click this field to select the date(s) for the bill(s) on the report. The default for
this field is All . After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.

Document Reference
Number

Click this field to select the applicable document reference number(s) for the
report. The default for this field is All . After making your selection, click
[Done] , [Cancel] , or [Reset] , as applicable.

Pay Register Date Click this field to select the applicable pay register date. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Sort By Click this field to select the applicable sort options. Valid values are ALC,
Bill Date , and Document Reference Number . The default for
this field Bill Date . After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.
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Running Financial Reports

This Financial Reports menu (Figure 34 ) contains the following reports:

SF-224  Abstract Of Trans (SCAP5D)

FSDW Abnormal Balance By Treas Sym

FSDW Abnormal Balance By Fund

FSDW Adjustments Report

FSDW Consolidated Financial Statements

FSDW Crosswalk Trial Balance

FSDW Eliminations Report

FSDW Financial Statement Consistency Report

FSDW GL (General Ledger) Account Trial Balance

FSDW Preliminary Financial Statements

FSDW Trial Balance

FSDW Trial Balance By Treasury Symbol

FSDW SF133

FSDW FMS2108

SF-2812

Statement Of Earnings And Leave

W2 Wage And Tax Statement

Figure 34. Financial Reports menu
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SF-224  Abstract Of Trans (SCAP5D)

The SF-224 Abstract of Trans (SCAP5D) report (Figure 35 ) is displayed when you
select SF-224  Abstract Of Trans (SCAP5D)  on the Financial Reports (Figure 34 ) menu. This
report contains a list of the receipts and disbursements sorted by agency, accounting station,
and treasury symbol. This report is used by the agency to control funds. This report is
reconciled against the SF-224, Statement of Transactions, and the GL. This report is due at
the agency the fifth workday subsequent to the end of the reporting month. Data for this
report is obtained from NFC’s Central Accounting System and is updated monthly.

Figure 35. SF-224 Abstract Of Trans (SCAP5D) report

After running the SF-224 Abstract Of Trans (SCAP5D) report (Figure 35 ), the SF-224
Abstract Of Trans (SCAP5D) (with criteria) (Figure 36 ) is displayed.

Figure 36. SF-224 Abstract Of Trans (SCAP5D) report (with criteria)

Field Instructions:

Agency This field is only available to users with multi-agency access. Click this field to
select the applicable agency. Both the 2-character agency code and the literal are
displayed on this field. The default for this field is All . Multiple or block
selections are available in this field.

Accounting Month Click this field to indicate the month to be included on the report. This field is
arranged in month order (not year order) with both the previous and current year
listed for each month. Be sure to indicate the correct year when selecting the
applicable month(s) to be displayed on the report. The default for this field is
All . Click this field to indicate the month to be included on the report.
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Accounting Station Click this field to indicate the accounting station to be included on the report.
The 4-digit accounting station code is displayed in this field. The default for this
field is All . Multiple or block selections are available in this field.

Appropriation
Fund/Receipt Symbol

Click this field to indicate the appropriation fund to included in the report. The
default for this field is All . Multiple or block selections are available in this
field.

Schedule Number Click this field to indicate the schedule number to be included in the report. The
default for this field is All . Multiple or block selections are available in this
field.

Date Paid Click this field to indicate the date to be included in the report. The default for
this field is All . Multiple or block selections are available in this field.
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FSDW Abnormal Balance By Treas Sym

The FSDW Abnormal Balance By Treas Sym report (Figure 37 ) is displayed when you
select FSDW Abnormal Balance By Treas Sym  on the Financial Reports (Figure 34 ) menu.
This report contains data from FFIS.

Figure 37. FSDW Abnormal Balance By Treas Sym report

After running the FSDW Abnormal Balance By Treas Sym report (Figure 37 ), the FSDW
Abnormal Balance By Treas Sym report (with criteria) (Figure 38 ) is displayed.

Figure 38. FSDW Abnormal Balance By Treas Sym report (with criteria)

Field Instructions:

Fiscal Year Click this field to indicate the fiscal year to be displayed on the report. The last
two positions are displayed in this field. The four-position year is displayed on
the report.

Fiscal Month Click this field to indicate the month to be displayed on the report. The
two-position numeric month is displayed in this field. The complete alpha
month is displayed on the report.

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field.
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Agency Click this field to select the agency to be displayed on the report. If this field is
completed, the Mission Area and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Mission Area or POD
field, the criteria in the Mission Area or POD field will be deleted.

POD Click this field to select the applicable POD to be displayed on the report. If this
field is completed, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area or Agency field will be
deleted. The selection is made based upon the prior year and the applicable
agency.

Fund Click this field to indicate the fund to be displayed on the report.

Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.
Depending on the selection made, the Beginning Fiscal Year field may be
generated after making a selection in this field.

Beginning Fiscal Year Click this field to indicate the beginning fiscal year for the treasury symbol
selected. This field is generated if a selection is made in the Treasury Symbol
field.
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FSDW Abnormal Balance By Fund Report

The FSDW Abnormal Balance By Fund report (Figure 39 ) is displayed when you
select FSDW Abnormal Balance By Fund  on the Financial Reports (Figure 34 ) menu. This
report contains data from FFIS.

Figure 39. FSDW Abnormal Balance By Fund report

After running the FSDW Abnormal Balance By Fund report (Figure 39 ), the FSDW
Abnormal Balance By Fund report (with criteria) (Figure 40 ) is displayed.

Figure 40. FSDW Abnormal Balance By Fund report (with criteria)

Field Instructions:

Fiscal Year Click this field to indicate the fiscal year to be displayed on the report. The last
two positions are displayed in this field. The four-position year is displayed on
the report.

Fiscal Month Click this field to indicate the month to be displayed on the report. The
two-position numeric month is displayed in this field. The complete alpha
month is displayed on the report.
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Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field.

Agency Click this field to select the agency to be displayed on the report. If this field is
completed, the Mission Area and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Mission Area or POD
field, the criteria in the Mission Area or POD field will be deleted.

POD Click this field to select the applicable POD to be displayed on the report. If this
field is completed, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area or Agency field will be
deleted. The selection is made based upon the prior year and the applicable
agency.

Fund Click this field to indicate the fund to be displayed on the report.

Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.
Depending on the selection made, the Beginning Fiscal Year field may be
generated after making a selection in this field.
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FSDW Adjustments Report

The FSDW Adjustments Report (Figure 41 ) is displayed when you select FSDW
Adjustments  on the Financial Reports (Figure 34 ) menu. This report contains data from
FFIS.

Figure 41. FSDW Adjustments report

After running the FSDW Adjustments report (Figure 41 ), the FSDW Adjustments report
(with criteria) (Figure 42 ) is displayed.

Figure 42. FSDW Adjustments report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report.

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency Field must be left blank. If you make a selection
in this field, and there is already criteria in the Agency field, the criteria in the
Agency field will be deleted. Multiple or block selections are available in this
field.
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Agency Click this field to select the agency to be displayed on the report. If this field is
completed, the Mission Area field must be left blank. If you make a selection in
this field, and there is already criteria in the Mission Area field, the criteria in
the Mission Area field will be deleted.

Report Line Click this field to indicate the report line to be displayed on the report.

Adjustment Type Click this field to indicate the adjustment type to be displayed on the report.

Control Number Click this field to indicate the control number to be displayed on the report.

User ID Click this field to indicate the user ID to be displayed on the report.
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FSDW Consolidated Financial Statements

The FSDW Consolidated Financial Statements report (Figure 43 ) is displayed when you
select FSDW Consolidated Financial Statements  on the Financial Reports (Figure 34 ) menu.
This report contains data from FFIS.

Figure 43. FSDW Consolidated Financial Statements report

After running the FSDW Consolidated Financial Statements report (Figure 43 ), the FSDW
Consolidated Financial Statements report (with criteria) (Figure 44 ) is displayed.

Figure 44. FSDW Consoldiated Financial Statements report (with criteria)
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Field Instructions:

Financial Statement Click this field to indicate the type of financial statement to be displayed on the
report. Valid values are Balance Sheet , Statement Of
Budgetary Resources , Statement Of Net Cost ,
Statement Of Changes In Net Position , or Statement
Of Financing . This field defaults to Balance Sheet . After making
your selection, click [Done]  or [Reset] , as applicable.

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click [Done] ,
[Cancel] , or [Reset] , as applicable.

Agency Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field
will be deleted. After making your selection, click [Done] , [Cancel] , or [Reset] ,
as applicable.

POD Click this field to select the applicable POD to be displayed on the report. If this
field is completed, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area or Agency field will be
deleted. The selection is made based upon the prior year and the applicable
agency.

Fund Click this field to indicate the fund to be displayed on the report. After making
your selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.
Both the code and the definition are displayed in this field. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.
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FSDW Crosswalk Trial Balance

The FSDW Crosswalk Trial Balance report (Figure 45 ) is displayed when you select FSDW
Crosswalk Trial Balance  on the Financial Reports (Figure 34 ) menu. This report contains
data from FFIS.

Figure 45. FSDW Crosswalk Trial Balance report

After running the FSDW Crosswalk Trial Balance report (Figure 45 ), the FSDW Crosswalk
Trial Balance report (with criteria) (Figure 46 ) is displayed.

Figure 46. FSDW Crosswalk Trial Balance report (wtih criteria)

Field Instructions:

Financial Statement Click this field to indicate the type of financial statement to be displayed on the
report. Valid values are Balance Sheet , Statement Of
Budgetary Resources , Statement Of Net Cost ,
Statement Of Changes In Net Position , or Statement
Of Financing . This field defaults to Balance Sheet . After making
your selection, click [Done]  or [Reset] , as applicable.
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Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click [Done] ,
[Cancel] , or [Reset] , as applicable.

Agency Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field
will be deleted. After making your selection, click [Done] , [Cancel] , or [Reset] ,
as applicable.

POD Click this field to select the POD to be displayed on the report. If this field is
completed, the Mission Area and Agency fields must be left blank. If you make
a selection in this field, and there is already criteria in the Mission Area or
Agency field, the criteria in the Mission Area or Agency field will be deleted.

Report Line Click this field to indicate the report line to be displayed on the report. Valid
values are 01-28 . After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.

GL Account Click this field to indicate the GL code to be displayed on the report. Both the
four-digit code and the literal for the code are displayed on the report. After
making your selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Fund Click this field to indicate the fund to be displayed on the report. After making
your selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.
Both the code and the definition are displayed in this field. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.
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FSDW Eliminations Report

The FSDW Eliminations report (Figure 47 ) is displayed when you select FSDW Eliminations
Report  on the Financial Reports (Figure 34 ) menu. This report contains data from FFIS.

Figure 47. FSDW Eliminations report

After running the FSDW Eliminations report (Figure 47 ), the FSDW Eliminations report
(with criteria) (Figure 48 ) is displayed.

Figure 48. FSDW Eliminations report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report.

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency Field must be left blank. If you make a selection
in this field, and there is already criteria in the Agency field, the criteria in the
Agency field will be deleted. Multiple or block selections are available in this
field.



Title I, Chapter 29
Reporting Center 

70

Agency Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area field must be left blank.
If you make a selection in this field, and there is already criteria in the Mission
Area field, the criteria in the Mission Area field will be deleted.

Report Line Click this field to indicate the report line to be displayed on the report.

Elimination Type Click this field to indicate the elimination type to be displayed on the report.
The two-position code is displayed on the report.

Control Number Click this field to indicate the control number to be displayed on the report.

User ID Click this field to indicate the user ID to be displayed on the report.
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FSDW Financial Statement Consistency Report

The FSDW Financial Statement Consistency report (Figure 50 ) is displayed when you
select FSDW Financial Statement Consistency  on the Financial Reports (Figure 34 ) menu.
This report contains data from FFIS.

Figure 49. FSDW Financial Statement Consistency report

After running the FSDW Financial Statement Consistency report (Figure 50 ), the FSDW
Financial Statement Consistency report (with criteria) (Figure 51 ) is displayed.

Figure 50. FSDW Financial Statement Consistency report (with criteria)
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Figure 51. FSDW Financial Statement Consistency report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, click [Done] ,
[Cancel] , or [Reset] , as applicable.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.
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Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click
[Done] , [Cancel] , or [Reset] , as applicable.

Agency Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field and on the report. If this
field is completed, the Mission Area and POD fields must be left blank. If you
make a selection in this field, and there is already criteria in the Mission Area or
POD field, the criteria in the Mission Area or POD field will be deleted. After
making your selection, click [Done] , [Cancel] , or [Reset] , as
applicable.

POD Click this field to select the POD to be displayed on the report. If this field is
completed, the Mission Area and Agency fields must be left blank. If you make
a selection in this field, and there is already criteria in the Mission Area or
Agency field, the criteria in the Mission Area or Agency field will be deleted.

GL Account Click this field to indicate the GL code to be displayed on the report. The
four-position code and the literal are both displayed in this field. After making
your selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Fund Click this field to indicate the fund to be displayed on the report. After making
your selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.
The code is displayed in this field. After making your selection, click [Done] ,
[Cancel] , or [Reset] , as applicable.

Include Eliminations Click this field to indicate whether or not to include eliminations. Valid values
are Yes  and No. This field defaults to No. After making your selection, click
[Done]  or [Reset] , as applicable.
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FSDW GL Account Trial Balance

The FSDW GL Account Trial Balance report (Figure 52 ) is displayed when you select FSDW
GL Account Trial Balance  on the Financial Reports (Figure 34 ) menu. This report contains
data from the FFIS database.

Figure 52. FSDW GL Account Trial Balance report

After running the FSDW GL Account Trial Balance report (Figure 52 ), the FSDW GL
Account Trial Balance report (with criteria) (Figure 53 ) is displayed.

Figure 53. FSDW GL Account Trial Balance report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report.

Report Period Click this field to indicate the time period to be displayed on the report. Valid
values are 00-17 .

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field.



Title I, Chapter 29
Reporting Center 

76

Agency Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field and on the report. If this
field is completed, the Mission Area and POD fields must be left blank. If you
make a selection in this field, and there is already criteria in the Mission Area or
POD field, the criteria in the Mission Area or POD field will be deleted.

POD Click this field to select the POD to be displayed on the report. If this field is
completed, the Mission Area and Agency fields must be left blank. If you make
a selection in this field, and there is already criteria in the Mission Area or
Agency field, the criteria in the Mission Area or Agency field will be deleted.

GL Account Click this field to indicate the GL code to be displayed on the report. Both the
four-position code and the literal are displayed in this field.

Fund Click this field to indicate the fund to be displayed on the report.

Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.
Both the code and the definition are displayed in this field.



Title I, Chapter 29
Reporting Center 

R
unning F

inancial R
eports

77

FSDW Preliminary Financial Statements

The FSDW Preliminary Financial Statements report (Figure 54 ) is displayed when you
select FSDW Preliminary Financial Statements  on the Financial Reports (Figure 34 ) menu.
This report contains data from the FFIS database.

Figure 54. FSDW Preliminary Financial Statements report

After running the FSDW Preliminary Financial Statements report (Figure 54 ), the FSDW
Preliminary Financial Statements report (with criteria) (Figure 55 ) is displayed.

Figure 55. FSDW Preliminary Financial Statements report (with criteria)

Field Instructions:

Financial Statement Click this field to indicate the type of financial statement to be displayed on the
report. Valid values are Balance Sheet , Statement Of
Budgetary Resources , Statement Of Net Cost ,
Statement Of Changes In Net Position , or Statement
Of Financing . This field defaults to Balance Sheet . After making
your selection, click [Done]  or [Reset] , as applicable.
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Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, click [Done] ,
[Cancel] , or [Reset] , as applicable.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click
[Done] , [Cancel] , or [Reset] , as applicable.

Agency Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field
will be deleted. After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.

POD Click this field to select the POD to be displayed on the report. If you make a
selection in this field, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area and Agency fields will be
be deleted.

Fund Click this field to indicate the fund to be displayed on the report. After making
your selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.
After making your selection, click [Done] , [Cancel] , or [Reset] , as
applicable.
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FSDW Trial Balance

The FSDW Trial Balance report (Figure 56 ) is displayed when you select FSDW Trial
Balance  on the Financial Reports (Figure 34 ) menu. This report contains data from the FFIS
database.

Figure 56. FSDW Trial Balance report

After running the FSDW Trial Balance report (Figure 56 ), the FSDW Trial Balance (with
criteria) (Figure 57 ) is displayed.

Figure 57. FSDW Trial Balance report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. Valid values are 00-17 .

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency Field must be left blank. If you make a selection
in this field, and there is already criteria in the Agency field, the criteria in the
Agency field will be deleted. Multiple or block selections are available in this
field.



Title I, Chapter 29
Reporting Center 

80

Agency Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field and on the report. If this
field is completed, the Mission Area field must be left blank. If you make a
selection in this field, and there is already criteria in the Mission Area field, the
criteria in the Mission Area field will be deleted.

GL Account Click this field to indicate the GL code to be displayed on the report. Both the
GL code and the literal are displayed in this field. The code is displayed on the
report.

Fund Click this field to indicate the fund to be displayed on the report. The code is
displayed in this field and on the report.

Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.
The code is displayed in this field.
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FSDW Trial Balance By Treasury Symbol

The FSDW Trial Balance By Treasury Symbol report (Figure 58 ) is displayed when you
select FSDW Trial Balance By Treasury Symbol  on the Financial Reports (Figure 34 ) menu.
This report contains financial data from FFIS.

Figure 58. FSDW Trial Balance By Treasury Symbol report

After running the FSDW Trial Balance by Treasury Symbol report (Figure 58 ), the FSDW
Trial Balance by Treasury Symbol report (with criteria) (Figure 59 ) is displayed.

Figure 59. FSDW Trial Balance By Treasury Symbol report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report.
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Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click
[Done] , [Cancel] , or [Reset] , as applicable.

Agency Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field
will be deleted. After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.

POD Click this field to select the POD to be displayed on the report. If you make a
selection in this field, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area and Agency fields will be
be deleted.

GL Account Click this field to indicate the GL code to be displayed on the report. Both the
four-digit code and the literal for the code are displayed on the report. After
making your selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Fund Click this field to indicate the fund to be displayed on the report. After making
your selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.
The code is displayed in this field.
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FSDW SF133

The FSDW SF133 report (Figure 60 )is displayed when you select FSDW SF133 on the
Financial Reports (Figure 34 ) menu. This report contains financial data from FFIS and is
updated monthly.

Figure 60. FSDW SF133 report

After running the FSDW SF133 report (Figure 60 ), the FSDW SF133 report (with
criteria) (Figure 61 ) is displayed.



Title I, Chapter 29
Reporting Center 

84

Figure 61. FSDW SF133 report

Field Instructions

Fiscal Year Click this field to select the applicable fiscal year to be displayed on the report.
After making your selection, click [Done] , [Cancel] , or [Reset] , as
applicable.

Fiscal Month Click this field to select the applicable reporting period to be displayed on the
report. After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.

Agency Click this field to select the applicable agency to be displayed on the report. The
available agencies are listed in alphabetical order. The default for this field is
All . After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.

Treasury Symbol Click this field to select the applicable treasury symbol to be displayed on the
report. The default for this field is All . After making your selection, click
[Done] , [Cancel] , or [Reset] , as applicable.

Summary Or Detail
Report

Click this field to select whether you want the report summarized into one
report or in detail reports. The default for this field is Summary. After making
your selection, click [Done] , [Cancel] , or [Reset] , as applicable.
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FSDW FMS2108

The FSDW FMS2108 report (Figure 62 ) is displayed when you select FSDW FMS2108 on the
Financial Reports (Figure 34 ) menu. This report contains financial data from FFIS and is
updated monthly.

Figure 62. FSDW FMS2108 report

After running the FMS2108 report (Figure 62 ), the FSDW FMS2108 report (with
criteria) (Figure 63 ) is displayed.

Figure 63. FSDW FMS2108 report (with criteria)

Field Instructions

Fiscal Year Click this field to select the applicable fiscal year to be displayed on the report.
After making your selection, click [Done] , [Cancel] , or [Reset] , as
applicable.

Fiscal Month Click this field to select the applicable reporting period to be displayed on the
report. After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.

Agency Click this field to select the applicable agency to be displayed on the report. The
agencies are listed alphabetically. The default for this field is All . After
making your selection, click [Done] , [Cancel] , or [Reset] , as
applicable.
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Treasury Symbol Click this field to select the applicable treasury symbol to be displayed on the
report. The default for this field is All . After making your selection, click
[Done] , [Cancel] , or [Reset] , as applicable.

Summary Or Detail
Report

Click this field to select whether you want the report summarized into one
report or in detail reports. The default for this field is Summary. After making
your selection, click [Done] , [Cancel] , or [Reset] , as applicable.
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SF 2812

The SF 2812 report (Figure 64 ) is displayed when you select SF 2812 on the Financial
Reports (Figure 34 ) menu. This report displays the biweekly withholding and contribution
amounts for health benefits, life insurance, and retirement. This data is displayed by payroll
office. This report contains data from the Payroll/Personnel database and is updated
biweekly.

Figure 64. SF-2812 report

After running the SF-2812 report (Figure 64 ), the SF-2812 report (with criteria) (Figure 65 )
is displayed.

Figure 65. SF-2812 report (with critieria)

Field Instructions:

Payroll Office Number Click this field to indicate the payroll office number to be displayed on the
report. Multiple or block selections are not allowed in this field.

Pay Period Click this field to indicate the pay period to be displayed on the report. The pay
period is displayed by year and pay period number. Multiple or block selections
are not allowed in this field.
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Statement Of Earnings And Leave

The Statement Of Earnings And Leave report (Figure 66 ) is displayed when you select
Statement Of Earning And Leave  on the Financial Reports (Figure 34 ) menu. This report
displays an employee’s Statement of Earnings and Leave. This data is displayed by the
employee’s Personnel office. This report contains data from the Payroll/Personnel database
and is updated biweekly.

Figure 66. Statement Of Earnings And Leave

After running the Statement of Earnings And Leave report (Figure 67 ), an employee’s
Statement of Earnings and Leave (with criteria) (Figure 68 ) is displayed.

Figure 68. Statement Of Earnings And Leave (with criteria)

Field Instructions:

Employee Social
Security Number

Click this field to type the employee’s social security number. After typing the
social security number, click [Done] .



Title I, Chapter 29
Reporting Center 

90

Active Employee Search
By Last Name

Click this field to type the last name of the employee. After typing the last
name, click [Done] . A list of employees with that last name is displayed.
Select the applicable employee and click [Done] . After clicking [Done] ,
the Payroll Pay Period field is displayed.

Payroll Pay Period Click this field to select the applicable pay period for the earnings statement to
be displayed.. After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.
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W2 Wage And Tax Statement

The W2 Wage And Statement report (Figure 69 ) is displayed when you select W2 Wage And
Tax Statement  on the Financial Reports (Figure 34 ) menu. This report displays an
employee’s IRS Form W-2, Wage And Tax Statement. This data is displayed by the
employee’s Personnel office. This report contains data from the Payroll/Personnel database
and is updated biweekly.

Figure 69. W2 Wage And Tax Statement

After running the W2 Wage And Tax Statement report (Figure 69 ), the employee’s IRS Form
W2 Wage And Tax Statement (with criteria) (Figure 70 ) is displayed.

Figure 70. W2 Wage And Tax Statement

Field Instructions:

Employee Social
Security Number

Click this field to type the employee’s social security number. After typing the
social security number, click [Done] .

Active Employee Search
By Last Name

Click this field to type the last name of the employee. After typing the last
name, click [Done] . A list of employees with that last name is displayed.
Select the applicable employee and click [Done] . After clicking [Done] ,
the Payroll Pay Period field is displayed.
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Year Click this field to select the applicable year for the IRS Form W2, Wage And
Tax Statement, to be run. A list of available years is displayed. After making
your selection, click [Done] .
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Running Personnel Action Reports

The Personnel Action Reports menu (Figure 71 ) contains the following reports:

All Actions

All Actions Minority Profile

Hires

Hires Minority Profile

Promotions

Promotions Minority Profile

Separations

Separations Minority Profile

Figure 71. Personnel Action Reports menu
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All Actions

The All Actions report (Figure 72 ) is displayed when you select All Actions  on the Personnel
Actions Reports menu (Figure 71 ). This report contains a count of nature of actions (NOAs)
for an organization. Data for this report is obtained from the Personnel History database and
is updated biweekly.

Figure 72. All Actions report

After running the All Actions report (Figure 72 ), the All Actions report (with criteria)
(Figure 73 ) is displayed.

Figure 73. All Actions report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Nature Of Actions Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. The default for this field
is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor , Supervisor/
Manager , Management , Supervisor (CSRA) , Management
(CSRA) , Leader , and Non-Supervisory . The default for this field
is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , and Other . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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All Actions Minority Profile

The All Actions Minority Profile report (Figure 74 ) is displayed when you select All Actions
Minority Profile  on the Personnel Actions Reports menu (Figure 71 ). This report contains a
count of NOAs for an organization on the basis of race, sex, and national origin. Data for this
report is obtained from the Personnel History database and is updated biweekly.

Figure 74. All Actions Minority Profile report

After running the All Actions Minority Profile report (Figure 74 ), the All Actions Minority
Profile report (with criteria) (Figure ) is displayed.

Figure 75. All Actions Minority Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Nature Of Actions Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. The default for this field
is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor , Supervisor/
Manager , Management , Supervisor (CSRA) , Management
(CSRA) , Leader , and Non-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , and Other . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Hires

The Hires report (Figure 76 ) is displayed when you select Hires  on the Personnel Actions
Reports menu (Figure 71 ). This report contains a count of new hires in an organization.
These are employees with a 100 series (1xx) , 953 , or 955  nature of action (NOA)
code. Data from this report is obtained from the Personnel History database and is updated
biweekly.

Figure 76. Hires report

After running the Hires report (Figure 76 ), the Hires report (with criteria) (Figure 77 ) is
displayed.

Figure 77. Hires report (with critieria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Nature Of Actions (For
New Hires)

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. The NOA for this report is
an NOA with a 100 series , 953 , or 955 . The default for this field
is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor , Supervisor/
Manager , Management , Supervisor (CSRA) , Management
(CSRA) , Leader , and Non-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , and Other . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.



Title I, Chapter 29
Reporting Center 

106

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.



Title I, Chapter 29
Reporting Center 

R
unning P

ersonnel A
ction R

eports

107

Hires Minority Profile

The Hires Minority Profile report (Figure 78 ) is displayed when you select Hires Minority
Profile  on the Personnel Actions Reports menu (Figure 71 ). This report contains a count of
new hires in an organization distributed across sex and RNO (NOAs 100 Series
(1xx) , 953 , or 955 ). This data is obtained from the Personnel History database and is
updated biweekly.

Figure 78. Hires Minority Profile report

After running the Hires Minority Profile report (Figure 78 ), the Hires Minority Profile report
(with criteria) (Figure 79 ) is displayed.

Figure 79. Hires Minority Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Nature Of Actions (For
New Hires)

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. The NOA for this report is
any NOA with a 100 series , 953 , or 955 . The default for this field
is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.



Title I, Chapter 29
Reporting Center 

R
unning P

ersonnel A
ction R

eports

109

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor , Supervisor/
Manager , Management , Supervisor (CSRA) , Management
(CSRA) , Leader , and Non-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.



Title I, Chapter 29
Reporting Center 

R
unning P

ersonnel A
ction R

eports

111

Promotions

The Promotions report (Figure 80 ) is displayed when you select Promotions  on the
Personnel Actions Reports menu (Figure 71 ). This report contains a count of promotions
(NOAs 702  or 703 ) in an organization. This data is obtained from the Personnel History
database and is updated biweekly.

Figure 80. Promotions report

After running the Promotions report (Figure 80 ), the Promotions report (with
criteria) (Figure 81 ) is displayed.

Figure 81. Promotions report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Nature Of Actions (For
Promotions)

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values
are 702 (Permanent)  and 703 (Temporary) . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor , Supervisor/
Manager , Management , Supervisor (CSRA) , Management
(CSRA) , Leader , and Non-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Promotions Minority Profile

The Promotions Minority Profile report (Figure 82 )is displayed when you select Promotions
Minority Profile  on the Personnel Actions Reports menu (Figure 71 ). This report contains a
count of promotions (NOAs 702  or 703 ) in an organization based on sex and RNO. Data
for this report is obtained from the Personnel History database and is updated biweekly.

Figure 82. Promotions Minority Profile report

After running the Promotions Minority Profile report (Figure 82 ), the Promotions Minority
Profile report (with criteria) (Figure 82 ) is displayed.

Figure 83. Promoitons Minoirty Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Nature Of Actions (For
Promotions)

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values are 702
(Permanent)  and 703 (Temporary) . The default for this field
is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor , Supervisor/
Manager , Management , Supervisor (CSRA) , Management
(CSRA) , Leader , and Non-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , and Other . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Separations

The Separations report (Figure 84 ) is displayed when you select Separations  on the
Personnel Actions Reports menu (Figure 71 ). This report displays a count of separations
(NOAs 300 Series (3xx)  or 969 ) for an organization. Data for this report is
obtained from the Personnel History database and is updated biweekly.

Figure 84. Separtions report

After running the Separations report (Figure 84 ), the Separations report (with
criteria) (Figure 85 ) is displayed.

Figure 85. Separations report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Nature Of Actions (For
Separations)

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values are 300
Series  or 969  NOAs. The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor , Supervisor/
Manager , Management , Supervisor (CSRA) , Management
(CSRA) , Leader , and Non-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , and Other . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Separations Minority Profile

The Separations Minority Profile report (Figure 86 )is displayed when you select Separations
Minority Profile  on the Personnel Actions Reports menu (Figure 71 ). This report displays a
count of separations for an organization based on sex and RNO (NOAs 300 Series
(3xx)  or 969 ). Data for this report is obtained from the Personnel History database and is
updated biweekly.

Figure 86. Separations Minority Profile report

After running the Separations Minority Profile report (Figure 86 ), the Separations Minority
Profile report (with criteria) (Figure 87 ) is displayed.

Figure 87. Separations Minority Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Nature Of Actions (For
Separations)

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values are 300
Series  or 969  NOAs. The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor , Supervisor/
Manager , Management , Supervisor (CSRA) , Management
(CSRA) , Leader , and Non-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Running Workforce Reports

The Workforce Reports menu (Figure 88 ) contains the following reports:

Age Profile

Civilian Employment (SF-113A) Report

Civilian Employment (SF-113G) Report

Dental Plan Payment Report

Dues Withheld

Education Level Profile

Employee Search (By Name)

Employee Search (By SSNO)

Employment By Disability Code

Employment Changes

Flex Fund

Gender Profile

Grade Distribution

Grades Across Minority And Gender

Grade Range

Leave Balances

Leave Liability

Length Of Service Profile

Life Insurance Listing

Manpower Analysis

Minority Profile

Occupation (PATCO) Profile

Organization Profile

Pay Plan And Grade Distribution

Reduction In Force (RIF) Report

Retirement Eligibility

Retirement Profile (Inc. Early Out)

Roster Of Employees

Salary Summary

Statement Of Earnings And Leave

Use-Or-Lose Leave Report

W-2 Wage And Tax Statement
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Figure 88. Workforce Reports menu
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Age Profile

The Age Profile report (Figure 89 ) is displayed when you select Age Profile  on the
Workforce Reports menu (Figure 88 ). This report contains a count by age range of employees
in an organization. Data for this report is obtained from the Personnel History database and is
updated biweekly.

Figure 89. Age Profile report

After running the Age Profile report (Figure 89 ), the Age Profile report (with
criteria) (Figure 90 ) is displayed.

Figure 90. Age Profile report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.
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Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.
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Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Include Percentages? Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this field is No. Valid values are
Yes  and No. Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as appropriate.
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Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Civilian Employment (SF113-A) Report

The Civilian Employment (SF113-A) report (Figure 91 ) is displayed when you
select Civilian Employment (SF113-A)  on the Workforce Reports menu (Figure 88 ).This
report is divided into four sections. Section I, Current Status, displays the total paid
employment by category and geographic area. Section II, Payroll, displays wage and lump
sum data. Section III, Turnover, displays data regarding accessions and separations.
Section IV, Data Excluding Special Employment Categories, displays data concerning paid
employees who are subject to employment ceilings. Data for this report is obtained from the
EMPR database and is updated biweekly.

Figure 91. Civilian Employment (SF113-A) report

After running the Civilian Employment (SF113-A) report (Figure 91 ), the Civilian
Employment (SF113-A) report (with criteria) (Figure 92 ) is displayed.

Figure 92. Civilian Employment (SF113-A) report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based on your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are two
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Employment Month Click this field to indicate the month and year to be displayed on the report. The
default for this field is All . After making your selection, click [Done] ,
[Cancel] , or [Reset] , as applicable.
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Employment Coverage Click this field to indicate the report name, department, and agency to be
displayed on the report. You must complete the Organizational Structure and
Employment Month fields before you can click in this field. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.
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Civilian Employment (SF113-G) Report

The Civilian Employment (SF113-G) report (Figure 93 ) is displayed when you
select Civilian Employment (SF113-G)  on the Workforce Reports menu (Figure 88 ). This
report displays the number of employees subject to the ceiling. Data for this report is
obtained from the EMPR database and is updated biweekly.

Figure 93. Civilian Employment (SF113-G) report

After running the Civilian Employment (SF113-G) report (Figure 93 ), the Civilian
Employment (SF113-G) report (with criteria) (Figure 94 ) is displayed.

Figure 94. Civilian Employment (SF113-G) report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based on your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are two
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Direct Hire (Yes/No) Click this field to indicate whether or not this employee is a direct hire. Valid
values are Yes  and No. The default for this field is No. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.

Report Period Click this field to indicate the timeframe to be displayed on the report. The
default for this field is All . After making your selection, click [Done] ,
[Cancel] , or [Reset] , as applicable.
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Employment Coverage Click this field to indicate the report name, department, and agency to be
displayed on the report. You must complete the Organizational Structure and
Employment Month fields before you can click in this field. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Done] , [Cancel] , or [Reset] , as applicable.
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Dental Plan Payment Report

The Dental Plan Payment report (Figure ) is displayed when you select Dental Plan Payment
Report  on the Workforce Reports menu (Figure 88 ). This report lists payments to a dental
plan carrier for a pay period.

Note:  This report contains detailed data.

Figure 95. Dental Plan Payment report

After running the Dental Plan Payment report (Figure 95 ), the Dental Plan Payment report
(with criteria) (Figure ) is displayed.

Figure 96. Dental Plan Payment Report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the Click this field to indicate the organization to be
displayed on the report. The default for this field is based upon your security
access. After making your selection, click [Done] , [Cancel] , or [Next] , as
applicable. If you click [Next] , additional organizational information is
displayed. You can continue to make selections and click [Next]  to further
course are nine organizational levels available when clicking [Next] . Multiple or
block selections are not allowed when you click [Next] . If you wish to return to
the previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty State) Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Separation Accession
Type

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field is Not
Separated Or Accession This Pay Period . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.
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Type Of Appointment Click this field to indicate the appointment type to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Employment Type Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time , Part-time , Intermittent , Fee
Basis Of Piecework , and First 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Special Employee Code Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is All . Multiple or block selections are allowed.
After making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Retirement System Click this field to indicate the retirement system to be displayed on the report.
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

SCD Date (Leave) Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.

The first down arrow sets the parameters of the report. Valid values are
Equals , Not Equal To , Less Than Or Equal To , Less
Than , Greater Than Or Equal To , and Greater Than .

The second down arrow is used to indicate the month. Valid values are 01
through 12 .

The third down arrow is used to indicate the day. Valid values are 01
through 31 .

The fourth down arrow is used to indicate the year.

Valid values are 1945  through 2004 .Multiple or block selections are not
allowed. After making your selection, click [Done]  or [Cancel]  as applicable.

Year and Pay Period Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Sort Order Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done] , [Reset] ,
or [Cancel]  as applicable.
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Dues Withheld

The Dues Withheld report (Figure 97 ) is displayed when you select Dues Withheld  on the
Workforce Reports menu (Figure 88 ). This report displays a list of employees who pay union
dues and how much is being paid each pay period. Data for this report is obtained from
NFC’s T&A database and is updated biweekly.

Note:  This report contains detailed data.

Figure 97. Dues Withheld report

After running the Dues Withheld report (Figure 97 ), the Dues Withheld report (with
criteria) (Figure ) is displayed.

Figure 98. Dues Withheld report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty State) Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty City) Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.
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Location (Duty County) Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There were
no counties designated for the selected state , will
appear. If this message appears, click [Cancel]  to return to the report. The
default for this field is All . Multiple or block selections are allowed. If a
selection is made, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Union/Assocation Click this field to indicate the code for the union/association to be displayed on
the report. This is a two-position code. Valid values are 01  through 99 .
Multiple or block selections are allowed. If a selection is made, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Local/Lodge Click this field to indicate the code for the local/lodge to be displayed on the
report. Both the four-position code and the literal are displayed on the report.
Multiple or block selections are allowed. If a selection is made, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Separation Accession
Type

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field is Not
Separated Or Accession This Pay Period . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Type Of Appointment Click this field to indicate the appointment type to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Employment Type Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time , Part-time , Intermittent , Fee
Basis Of Piecework , and First 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Special Employee Code Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is All . Multiple or block selections are allowed.
After making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Retirement System Click this field to indicate the retirement system to be displayed on the report.
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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SCD Date (Leave) Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.

The first down arrow sets the parameters of the report. Valid values are
Equals , Not Equal To , Less Than Or Equal To , Less
Than , Greater Than Or Equal To , and Greater Than .

The second down arrow is used to indicate the month. Valid values are 01
through 12 .

The third down arrow is used to indicate the day. Valid values are 01
through 31 .

The fourth down arrow is used to indicate the year. Valid values are 1945
through 2004 .

Multiple or block selections are not allowed. After making your selection, click
[Done]  or [Cancel]  as applicable.

Sort Order Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done] , [Reset] ,
or [Cancel]  as applicable.

Year And Pay Period Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.
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Education Level Profile

The Education Level Profile report (Figure 99 ) is displayed when you select Education Level
Profile  on the Workforce Reports menu (Figure 88 ). This report displays a count, by
educational level, of the employees in an organization. Data for this report is obtained from
the Personnel History database and is updated biweekly.

Note:  If an employee has no education level listed in the Personnel History database, they
will not be included on the report.

Figure 99. Education Level Profile report

After running the Education Level Profile report (Figure 99 ), the Education Level Profile
report (with criteria) (Figure 100 ) is displayed.

Figure 100. Education Level Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.
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Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Include Percentages? Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this field is No. Valid values are
Yes  and No. Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as appropriate.
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Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Employee Search (By Name)

The Employee Search (By Name) report (Figure 101 ) is displayed when you select Search
By Employee Search (By Name)  on the Workforce Reports menu (Figure 88 ). This report
displays a list of employees matching your search criteria. Each employee on the list is
displayed with ssn, full name, organizational structure, POI, pay plan, occupational series,
grade, and step. Data for this report is obtained from the most recent information on the
Payroll/Personnel database.

Note:  This report contains detailed data.

Figure 101. Employee Search (By Name) report

 After running the Employee Search (By Name) report (Figure 101 ), the Employee Search
(By Name) report (with criteria) (Figure 102 ) is displayed. You can select a name from the
list to display various reports. Once you select a name from the list displayed, the default
report is the Salary Data report (Figure 128 ). You can select various reports from the drop
down menu.

Figure 102. Employee Search (By Name) report (with criteria)
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Figure 103. Search By Employee’s Last Name report options
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Figure 104. Address/Check Information

Figure 105. Allowances/COLA/Post Differential
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Figure 106. Annual/Sick Leave

Figure 107. Awards
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Figure 108. Building Locator Inquiry

Figure 109. Charitable Contributions
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Figure 110. City Tax

Figure 111. Compensatory Leave

Figure 112. County Tax
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Figure 113. Dates And Misc Salary/Personnel Data

Figure 114. Demonstration Project Data
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Figure 115. Detail Assign/Temporary Promotion

Figure 116. Education And Certificate

Figure 117. Federal Tax
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Figure 118. Financial Allotment

Figure 119. Health Benefits
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Figure 120. Intermittent

Figure 121. Life Insurance
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Figure 122. Non Pay Leave

Figure 123. Other Leave
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Figure 124. Personnel Supplements

Figure 125. Processing Indicators
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Figure 126. Retained Grade Data

Figure 127. Retirement Data
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Figure 128. Salary Data

Figure 129. Salary YTD Data
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Figure 130. Separated Leave

Figure 131. Separation Information
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Figure 132. SF-50B  Data Elements

Figure 133. SSNO Change Data
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Figure 134. State Tax

Figure 135. Thrift Savings Data

Field Instructions:

Enter Last Name Type the full or partial last name to be displayed on the report.
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Employee Search (By SSNO)

The Employee Search (By SSNO) report (Figure 136 ) is displayed when you select Search
By Employee’s SSNO  on the Workforce Reports menu (Figure 88 ). This report displays the
employee matching your search criteria. Each employee is displayed with ssn, full name,
organizational structure, POI, pay plan, occupational series, grade, and step. Data for this
report is obtained from the most recent information on the Payroll/Personnel database.

Note:  This report contains detailed data.

Figure 136. Employee Search (By SSNO) report

After running the Employee Search (By SSNO) report (Figure 136 ), the Employee Search
(By SSNO) report (for the applicable employee) (Figure 137 ) is displayed. You can select the
displayed employee to display various reports. These are the same reports available when
running the Employee Search (By Name) report (Figure 101 ). See Employee Search (By
Name) to view these reports.

Figure 137. Employee Search (By SSNO) report (for the applicable employee)

Field Instructions:

Enter Social Security
Number Type the ssn of the employee(s) to be displayed on the report.
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Employment By Disability Code

The Employment By Disability Code report (Figure 138 ) is displayed when you
select Employment By Disability Code  on the Workforce Reports menu (Figure 88 ). This
report displays a list of employees by disability code within an organization. Data for this
report is obtained from the Personnel History database and is updated biweekly. The grade
indicator on the Personnel History database is used to determine an employee’s grade.

Figure 138. Employment By Disability Code report

After running the Employment By Disability Code report (Figure 138 ), the Employment By
Disability Code report (with criteria) (Figure 139 ) is displayed.

Figure 139. Employment By Disability Code report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.
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Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.
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Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. The default for this field is Disability Code .
After making your selection, click [Done]  or [Reset] , as applicable.
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Employment Changes

The Employment Changes report (Figure 140 ) is displayed when you select Employment
Changes  on the Workforce Reports menu (Figure 88 ). This report displays employment data
based on RNO and gender for two points in time (i.e., FY2003 and FY2004) by year. This
report also provides comparison of employment levels between the time periods. Data for
this report is obtained from the Personnel History database and is updated biweekly.

Figure 140. Employment Changes report

After running the Employment Changes report (Figure 140 ), the Employment Changes report
(with criteria) (Figure 141 ) is displayed.

Figure 141. Employment Changes report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame 1 Click this field to indicate the first year to be displayed on the report. You can
select the 4-digit numeric year. You can also select the applicable radio button to
designate between Calendar Year  and Fiscal Year . This field defaults to the
current calendar year. Multiple or block selections are not allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.
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Time Frame 2 Click this field to indicate the second year to be displayed on the report. You
can select the 4-digit numeric year. You can also select the applicable radio
button to designate between Calendar Year  and Fiscal Year . This field defaults
to the previous calendar year. Multiple or block selections are not allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. The default for this field is Sort By . After making
your selection, click [Done]  or [Reset] , as applicable.
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Flex Fund

The Flex Fund report (Figure 142 ) is displayed when you select Flex Fund  on the Workforce
Reports menu (Figure 88 ). This report contains data on employees’ contributions in Flexible
Spending Accounts (FSA). Data for this report is obtained from NFC’s T&A database and is
updated biweekly.

Note:  This report contains detailed data.

Figure 142. Flex Fund report

After running the Flex Fund report (Figure 142 ), the Flex Fund report (with
criteria) (Figure 143 ) is displayed. You can select an employee from the list and obtain more
detailed information on that employee. For more information on the data available on each
employee on the list, see Employee Search (By Name) .

Figure 143. Flex Fund report (with criteria)
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Field Instructions:

Flexfund Report Click this field to select the type of flexfund report to be displayed. Valid values
are Fed Flex Payment Report By Agency  and Fed Flex
Payment Report By Plan Code . This field defaults to Fed Flex
Payment Report By Plan Code . After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Organizational Structure Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the Personnel Office Identifier (POI) to be displayed
on the report. The 4-digit POI code and the name of the personnel office are
both displayed in this field. A selection(s) in the Organizational Structure field
generates data in this field. This field may also be used to indicate the
Submitting Office Number (SON). After making your selection, click [Done]  or
[Cancel] , as applicable.

Fed Flex Plan Click this field to indicate the Flexible Spending Account that the employee is
enrolled in and contributing to. Valid values are OPM Fed Flex
Dependent Care Acct (FD)  and OPM Fed Flex Health
Care Account (FH) . This field defaults to both values. After making
your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty State) Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty City) Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Location (Duty County) Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There were
no counties designated for the selected state , will
appear. If this message appears, click [Cancel]  to return to the report. The
default for this field is All . Multiple or block selections are allowed. If a
selection is made, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Separation Accession
Type

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field is Not
Separated Or Accession This Pay Period . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Type Of Appointment Click this field to indicate the appointment type to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Employment Type Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time , Part-time , Intermittent , Fee
Basis Of Piecework , and First 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Special Employee Code Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is All . Multiple or block selections are allowed.
After making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.



Title I, Chapter 29
Reporting Center 

180

Retirement System Click this field to indicate the retirement system to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Year And Pay Period Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. This field goes back 26 pay periods.
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Gender Profile

The Gender Profile report (Figure 144 ) is displayed when you select Gender Profile  on the
Workforce Reports menu (Figure 88 ). This report counts organization employees by gender.
Data for this report is obtained from the Personnel History database and is updated biweekly.
The Sex Code on the Personnel History database is used to identify the employee’s gender.

Figure 144. Gender Profile report

After running the Gender Profile report (Figure 145 ), the Gender Profile report (with
criteria) (Figure 145 ) is displayed.

Figure 145. Gender Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Include Relative Civilian
Labor Force (RCLF)
Statistics?

Click this field to indicate whether or not to include RCLF statistics. This field
defaults to No. Valid values are Yes  and No. After making your selection,
click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. This field defaults to
Organization . Multiple or block selections are not allowed. After making
your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Grade Distribution

The Grade Distribution report (Figure 146 ) is displayed when you select Grade Distribution
on the Workforce Reports menu (Figure 88 ). This report displays a count by grade of
employees in an organization. Data for this report is obtained from the Personnel History
database and is updated weekly. The Grade indicator on the Personnel History database is
used to identify the employee’s grade.

Figure 146. Grade Distribution report

After running the Grade Distribution report (Figure 146 ), the Grade Distribution report (with
criteria) (Figure 147 ) is displayed.

Figure 147. Grade Distribution report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.
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Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. This field defaults to
Organization . Multiple or block selections are not allowed. After making
your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Grades Across Minority And Gender

The Grades Across Minority and Gender report (Figure 148 ) is displayed when you
select Grades Across Minority And Gender  on the Workforce Reports menu (Figure 88 ).
This report displays a count of employment by grade across RNO and gender. Data for this
report is obtained from the Personnel History database and is updated biweekly.

Figure 148. Grades Across Minority And Gender report

After running the Grades Across Minority And Gender report (Figure 148 ), the Grades
Across Minority And Gender report (with criteria) (Figure 149 ) is displayed.

Figure 149. Grades Across Minority And Gender report (wtih criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also e used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. This field defaults to
Grade . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Reset] , as applicable.
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Grade Range

The Grade Range report (Figure 150 ) is displayed when you select Grade Range  on the
Workforce Reports menu (Figure 88 ). This report displays a count of employees by grade
across RNO and gender. Data for this report is obtained from the Personnel History database
and is updated biweekly.

Figure 150. Grade Range report

After the Grade Range report (Figure 150 ) is run, the Grade Range report (with
criteria) (Figure 151 ) is displayed.

Figure 151. Grade Range report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.
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Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. This field defaults to
PATCO. Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Reset] , as applicable.
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Leave Balances

The Leave Balances report (Figure 152 ) is displayed when you select Leave Balances  on the
Workforce Reports menu (Figure 88 ). This report displays a list of employees within an
organization and the leave balance for each employee. The length of the list depends on what
organizational level that you go down to. Data for this report is obtained from the
Payroll/Personnel database and is updated biweekly.

Note:  This report contains detailed data.

Figure 152. Leave Balances report

After the Leave Balances report (Figure 152 ) is run, the Leave Balances report (with
criteria) (Figure 153 ) is displayed. Only twenty employee records are displayed at one time.
If more than twenty records meet the selection criteria, you will be able click the applicable
page number to find the applicable record. Each employee record contains the employee’s
name, ssn, current annual leave balance, current sick leave balance, current compensatory
leave balance, any leave without pay information pertaining that employee, the employee’s
annual leave category, any suspension leave information, the employee’s SCD date for leave,
the employee’s base salary, military leave information, and FLSA information. You can
select an employee within the list to obtain more information on the employee. For more
information on the data available on each employee on the list, see Employee Search (By
Name).
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Figure 153. Leave Balances report (with criteria)

Field instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (Duty State) Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty City) Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Location (Duty County) Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There were
no counties designated for the selected state , will
appear. If this message appears, click [Cancel]  to return to the report. The
default for this field is All . Multiple or block selections are allowed. If a
selection is made, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.
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Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the race/national origin (RNO) origin to be displayed
on the report. Valid values are Asian/Pacific Islander , Black ,
Hispanic , American Indian/Alaskan Native , White , and
Other . The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Tenure Group Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group , Group 1 , Group 2 ,
and Group 3 . The default for this field is All . Multiple or block selections
are allowed. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.

Uniform Service Status Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve , Standby Reserve , National Guard ,
Retired Military-Regular , and Retired
Military-Non-regular . The default for this field is All . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Veteran Status Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , and Not A Veteran
(After 9/30/91) . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.
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Separation Accession
Type

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field is Not
Separated Or Accession This Pay Period . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Type Of Appointment Click this field to indicate the appointment type to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Employment Type Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time , Part-time , Intermittent , Fee
Basis Of Piecework , and First 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Special Employee Code Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is All . Multiple or block selections are allowed.
After making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Retirement System Click this field to indicate the retirement system to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Sort Order Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. If no sort options are selected, Last Name  is used to sort
the data.
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Leave Liability

The Leave Liability report (Figure 154 ) is displayed when you select Leave Liability  on the
Workforce Reports menu (Figure 88 ). This report contains leave data for the employees
within an organization. Both the number of hours and the dollar values of those hours are
listed on the report. A list of the employees is displayed when the report is run. You can
select an employee to display data about that individual employee. Data for this report is
taken from NFC’s Payroll/Personnel database and is updated biweekly.

Note:  This report contains detailed data.

Figure 154. Leave Liability report

After running the Leave Liability report (Figure 154 ), the Leave Liability report (with
criteria) (Figure 155 ) is displayed.
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Figure 155. Leave Liability report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (Duty State) Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty City) Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.
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Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Tenure Group Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group , Group 1 , Group 2 ,
and Group 3 . The default for this field is All . Multiple or block selections
are allowed. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.

Uniform Service Status Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve , Standby Reserve , National Guard ,
Retired Military-Regular , and Retired
Military-Non-regular . The default for this field is All . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Veteran Status Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , and Not A Veteran
(After 9/30/91) . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.
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Separation Accession
Type

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field is Not
Separated Or Accession This Pay Period . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Type Of Appointment Click this field to indicate the appointment type to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Employment Type Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time , Part-time , Intermittent , Fee
Basis Of Piecework , and First 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Special Employee Code Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is All . Multiple or block selections are allowed.
After making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Retirement System Click this field to indicate the retirement system to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Sort Order Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, click [Done] , [Cancel] , or
[Reset] , as applicable.
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Length Of Service Profile

The Length of Service Profile report (Figure 156 ) is displayed when you select Length Of
Service  on the Workforce Reports menu (Figure 88 ). This report displays a count of
organization employees across length of service categories. Data for this report was obtained
from the Personnel History database and is updated biweekly. Employees with no service
computation date (SCD) are not included in this count.

Figure 156. Length Of Service Profile report

After running the Length Of Service Profile report (Figure 156 ), the Length Of Service
Profile report (with criteria) (Figure 157 ) is displayed.

Figure 157. Length Of Servie Profile report (with criteira)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Include Percentages Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this field is No. Valid values are
Yes  and No. Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as appropriate.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. This field defaults to
Organization . Multiple or block selections are not allowed. After making
your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Life Insurance Listing

The Life Insurance Listing report (Figure 158 ) is displayed when you select Life Insurance
Listing  on the Workforce Reports menu (Figure 88 ). This report contains detail data
concerning the employees in an organization and their life insurance elections. Data for this
report is obtained from the Payroll/Personnel database and is updated biweekly.

Note:  This report contains detailed data.

Figure 158. Life Insurance Listing report

After running the List Insurance Listing report (Figure 158 ), the Life Insurance Listing report
(with criteria) (Figure 159 ) is displayed.

Figure 159. Life Insurance Listing report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Life Ins. Plan Display Click this field to indicate the numeric type of plan to be displayed on the
report. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Life Ins. Plan Click this field to indicate the type of insurance to be displayed on the report.
After making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Life Ins. Coverage Click this field to indicate the coverage code for the insurance in the Life Ins.
Plan field. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Life Ins. Option Click this field to indicate the option code for the insurance in the Life Ins. Plan
field. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Life Ins. Plan 2 Click this field to indicate the second type of insurance to be displayed on the
report. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Life Ins. Coverage 2 Click this field to indicate the coverage code for the insurance in the Life Ins.
Plan 2 field. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.

Life Ins. Option 2 Click this field to indicate the option code for the insurance in the Life Ins.
Plan 2 field. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.
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Life Ins. Plan 3 Click this field to indicate the third type of insurance to be displayed on the
report. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Life Ins. Coverage 3 Click this field to indicate the coverage code for the insurance in the Life Ins.
Plan 3 field. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.

Life Ins. Option 3 Click this field to indicate the option code for the insurance in the Life Ins.
Plan 3 field. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.

Life Ins. Plan 4 Click this field to indicate the fourth type of insurance to be displayed on the
report. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Life Ins. Coverage 4 Click this field to indicate the coverage code for the insurance in the Life Ins.
Plan 4 field. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (Duty State) Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty City) Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Location (Duty County) Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There were
no counties designated for the selected state , will
appear. If this message appears, click [Cancel]  to return to the report. The
default for this field is All . Multiple or block selections are allowed. If a
selection is made, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Tenure Group Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group , Group 1 , Group 2 ,
and Group 3 . The default for this field is All . Multiple or block selections
are allowed. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.

Uniform Service Status Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve , Standby Reserve , National Guard ,
Retired Military-Regular , and Retired
Military-Non-regular . The default for this field is All . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Veteran Status Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , and Not A Veteran
(After 9/30/91) . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Separation Accession
Type

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field is Not
Separated Or Accession This Pay Period . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.
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Type Of Appointment Click this field to indicate the appointment type to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Manpower Analysis

The Manpower Analysis report (Figure 160 ) is displayed when you select Manpower
Analysis  on the Workforce Reports menu (Figure 88 ). This report displays a list of all
employees in an organization. The lists are arranged in columns by employee name, date of
birth, ssn, grade and step, pay plan, series, salary, pay basis, position designation number,
SCD date, tour or duty, whether the employee is a permanent or temporary employee,
veteran’s preference, pay rate determinant code, and compensatory and exceptional service.
Totals for an organization are displayed after the last page of the report. Data for this report is
obtained from the Payroll/Personnel database and is updated biweekly. All employees are
available for data for this report.

Note:  This report contains detailed data.

Figure 160. Manpower Analysis report

After running the Manpower Analysis report (Figure 160 ), the Manpower Analysis report
(with criteria) (Figure 161 ) is displayed.



Title I, Chapter 29
Reporting Center 

220

Figure 161. Manpower Analysis report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (Duty State) Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty City) Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Location (Duty County) Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There were
no counties designated for the selected state , will
appear. If this message appears, click [Cancel]  to return to the report. The
default for this field is All . Multiple or block selections are allowed. If a
selection is made, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.
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Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Tenure Group Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group , Group 1 , Group 2 ,
and Group 3 . The default for this field is All . Multiple or block selections
are allowed. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.

Uniform Service Status Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve , Standby Reserve , National Guard ,
Retired Military-Regular , and Retired
Military-Non-regular . The default for this field is All . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Veteran Status Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , and Not A Veteran
(After 9/30/91) . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.
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Separation Accession
Type

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field is Not
Separated Or Accession This Pay Period . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Type Of Appointment Click this field to indicate the appointment type to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Employment Type Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time , Part-time , Intermittent , Fee
Basis Of Piecework , and First 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Special Employee Code Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is All . Multiple or block selections are allowed.
After making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Retirement System Click this field to indicate the retirement system to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Sort Order Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. If no sort options are selected, organizational levels are
used as the sort options. The default for this field is Pay Plan, Grade,
Step . After making your selection, click [Done] , [Reset] , or [Cancel] , as
applicable.
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Minority Profile

The Minority Profile report (Figure 162 ) is displayed when you select Minority Profile  on the
Workforce Reports menu (Figure 88 ). This report displays a count across RNO of employees
in an organization. Data for this report is obtained from the Personnel History database and is
updated biweekly.

Figure 162. Minority Profile report

After running the Minority Profile report (Figure 162 ), the Minority Profile report (with
criteria) (Figure 163 ) is displayed.

Figure 163. Minority Profile report (with criteria)



Title I, Chapter 29
Reporting Center 

226

Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Sort By Gender Inside Of
RNO Classification

Click this field to indicate whether or not to sort across gender within each
RNO classification. Valid values are Yes  and No. This field defaults to Yes .
After making your selection, click [Done]  or [Cancel] , as applicable.
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Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run to the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Occupation (PATCO) Profile

The Occupation (PATCO) Profile report (Figure 164 ) is displayed when you
select Occupation (PATCO) Profile  on the Workforce Reports menu (Figure 88 ). This report
displays a count of the employees in an organization grouped across their PATCO
(professional, administrative, technical, clerical, other) categories. Data for this report is
obtained from the Personnel History database and is updated biweekly.

Figure 164. Occupation (PATCO) Profile report

After running the Occupation (PATCO) Profile report (Figure 164 ), the Occupation (PATCO)
Profile report (with criteria) (Figure 165 ) is displayed.

Figure 165. Occupation (PATCO) Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , and Other . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.
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Include Percentages? Click this field to indicate whether or not to include a percentage column for
each data column. Valid values are Yes  and No. The default for this field is
No. Multiple or block selections are not allowed. After making your selection,
click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Organization Profile

The Organization Profile report (Figure 166 ) is displayed when you select Organization
Profile  on the Workforce Reports menu (Figure 88 ). This report displays a count of all
employees in an organization across employment type. Data for this report is obtained from
the Personnel History database and is is updated biweekly.

Figure 166. Organization Profile report

After running the Organization Profile report (Figure 166 ), the Organization Profile report
(with criteria) (Figure 167 ) are displayed.

Figure 167. Organization Profile report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , and Other . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.



Title I, Chapter 29
Reporting Center 

236

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Pay Plan And Grade Distribution

The Pay Plan and Grade Distribution report (Figure 168 ) is displayed when you select Pay
Plan And Grade Distribution  on the Workforce Reports menu (Figure 88 ). This report
displays a count of employees in an organization across RNO and gender by grade with the
option of selecting an additional sort category. Data for this report is obtained from the
Personnel History database and is updated biweekly.

Figure 168. Pay Plan And Grade Distribution report

After running the Pay Plan And Grade Distribution report (Figure 168 ), the Pay Plan And
Grade Distribution report (Figure 169 ) is displayed.

Figure 169. Pay Plan And Grade Distribution report (with critieria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.
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Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.
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Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Pay Plan . After making
your selection, click [Done]  or [Reset] , as applicable.
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Reduction In Force (RIF) Report

The Reduction In Force (RIF) report (Figure 170 ) is displayed when you select Reduction In
Force (RIF)  on the Workforce Reports menu (Figure 88 ). This report displays a list of
employees on the RIF register. Data for this report is obtained from the PMSO database and
is updated biweekly. You can select an employee from the list and obtain more information
on each employee.

Note:  This report contains detailed data.

Figure 170. Reduction In Force (RIF) report

After running the Reduction In Force (RIF) report, the Reduction In Force (RIF) report (with
criteria) (Figure 171 ) is displayed.

Figure 171. Reduction In Force (RIF) report (with criteiria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Competitive Level Click this field to indicate the Competitive Level to be displayed on the report.
After making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset]  as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Location (Duty State) Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty City) Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Location (Duty County) Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There were
no counties designated for the selected state , will
appear. If this message appears, click [Cancel]  to return to the report. The
default for this field is All . Multiple or block selections are allowed. If a
selection is made, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

SMSA Click this field to indicate the Standard Metropolitan Statistical Area (SMSA)
to be displayed on the report. This code consists of a two-position state code, a
three-position county code, a four-position city code, a four-position (SMSA),
and the literal description. If a selection is made, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Rating/Pattern Click this field to indicate the applicable pattern and level. Click the down
arrow(s) to make your selection(s). If a selection is made, click [Include] ,
[Cancel] , or [Reset] , as applicable.

Freeze Date Click this field to indicate the applicable “freeze” date. Click the down arrows
to select the applicable month, day, and year. If a selection is made, click [Done]
or [Cancel] , as applicable.

As Of Date Click this field to indicate the applicable “as of” date. Click the down arrows to
select the applicable month, day, and year. If a selection is made, click [Done]  or
[Cancel] , as applicable.

Modal Rating Click this field to indicate the applicable Modal rating. Click the down arrow(s)
to make your selection(s). If a selection is made, click [Include] , [Cancel] , or
[Reset] , as applicable.

Print SSN Click this field to indicate whether or not to print the ssn. Select the applicable
radio button. Valid values are Yes  and No. This field defaults to Yes . If a
selection is made, click [Done] , or [Cancel] .

Sort Order Click this field to indicate how you want the report sorted. There are up to five
levels of sort options for this field. After making your selection, click [Done] ,
[Reset] , or [Cancel]  as applicable.
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Retirement Eligibility

The Retirement Eligibility report (Figure 172 ) is displayed when you select Retirement
Eligibility  on the Workforce Reports menu (Figure 88 ). This report displays a count across all
employees eligible to retire within the next ten years. This report allows an optional sort
across age also. These counts are grouped by the year of eligibility. Data for this report is
obtained from the Personnel History database and is updated biweekly.

The following criteria are used when determining an employee’s retirement eligibility:

• An employee that is 55, 56, 57, 58, or 59 years old with at least 30 years of service.

• An employee that is 60 or 61 years old with at least 20 years of service.

• An employee that is 62 years old with at least 5 years of service.

Figure 172. Retirement Eligibility report

After running the Retirement Eligibility report (Figure 172 ), the Retirement Eligibility report
(with criteria) (Figure 173 ) is displayed.

Figure 173. Retirement Eligibility report (with criteria)
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Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , and Other . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Include Percentages? Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this field is No. Valid values are
Yes  and No. Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as appropriate.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Retirement Profile (Inc. Early Out)

The Retirement Profile (Inc. Early Out) report (Figure 174 ) is displayed when you
select Retirement Profile (Inc. Early Out)  on the Workforce Reports menu (Figure 88 ). This
report displays a count of all employees in an organization that are eligible to retire under
regular or early-out options. Counts for employees eligible for “early outs” are displayed in
total and across both early out criteria options. Data for this report is obtained from the
Personnel History database and is updated biweekly.

The following CSRS criteria are used when determining an employee’s “early out”
eligibility:

• An employee with more than 25 years of service.

• An employee that is at least 50 years old with at least 20 years of service.

Figure 174. Retirement Profile (Inc. Early Out) report

After running the Retirement Profile (Inc. Early Out) report (Figure 174 ), the Retirement
Profile (Inc. Early Out) report (with criteria) (Figure 175 ) is displayed.
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Figure 175. Retirement Profile (Inc. Early Out) report (with criteria)

Field Instructions

Organizational Structure Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.
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Race And National Origin Click this field to indicate the RNO to be displayed on the report. Valid values
are Asian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , and Other . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is
Chart . Multiple or block selections are not allowed. After making your
selection, click [Done]  or [Cancel] , as applicable.
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Roster Of Employees

The Roster of Employees report (Figure 176 ) is displayed when you select Roster Of
Employees  on the Workforce Reports menu (Figure 88 ). This report displays a list of
employees in an organization. You can select an employee on the list to obtain information
about that employee. There are several categories of information for each employee. The
following fields are displayed on this report:

• Name

• SSN

• Pay Plan

• Occupational Series

• Grade/Step

• Base Salary

• Pay Basis

• Individual Position Number

• Federal Service Computation Date

• Tour Of Duty

• Veterans Preference Code (NOTE: Codes X and N are abbreviated)

• Official Title

• Date Of Birth

Note:  This report contains detailed data.

Figure 176. Roster Of Employees report
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After running the Roster Of Employees report (Figure 176 ), the Roster Of Employee report
(with criteria) (Figure 177 ) is displayed.

Figure 177. Roster of Employees report (with critieria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (Duty State) Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty City) Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Location (Duty County) Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There were
no counties designated for the selected state , will
appear. If this message appears, click [Cancel]  to return to the report. The
default for this field is All . Multiple or block selections are allowed. If a
selection is made, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.
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Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Tenure Group Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group , Group 1 , Group 2 ,
and Group 3 . The default for this field is All . Multiple or block selections
are allowed. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.

Uniform Service Status Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve , Standby Reserve , National Guard ,
Retired Military-Regular , and Retired
Military-Non-regular . The default for this field is All . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Veteran Status Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , and Not A Veteran
(After 9/30/91) . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.
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Separation Accession
Type

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field is Not
Separated Or Accession This Pay Period . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Type Of Appointment Click this field to indicate the appointment type to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Employment Type Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time , Part-time , Intermittent , Fee
Basis Of Piecework , and First 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Special Employee Code Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is All . Multiple or block selections are allowed.
After making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Retirement System Click this field to indicate the retirement system to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Sort Order: Click this field to indicate how you want the report sorted. There are up to six
levels of sort options for this field. Multiple or block selections are not allowed.
This field defaults to Last Name . After making your selection, click
[Done]  or [Reset] , as applicable.
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Salary Summary

The Salary Summary report (Figure 178 ) is displayed when you select Salary Summary  on
the Workforce Reports menu (Figure 88 ). This report displays the total and average salary for
an organization. Data for this report is obtained from the Personnel History database and is
updated biweekly.

Figure 178. Salary Summary report

After running the Salary Summary report (Figure 178 ), the Salary Summary report (with
criteria) (Figure 179 ) is displayed.

Figure 179. Salary Summary report (with criteria)
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Field Instructions

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (State) Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Time Frame Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons are Calendar Year  and Fiscal Year .
The default for this field is Calendar Year . Multiple or block selections
are not allowed. After making your selection, click [Done]  or [Cancel] ,
as applicable.

Sort By: Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field defaults to Organization . After
making your selection, click [Done]  or [Reset] , as applicable.

Report As Chart Or
Graph

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values are [Chart]  and [Graph] . The default for this field is

hart Multiple or block selections are not allowed After making yourChar t . Multiple or block selections are not allowed. Af ter making your
selection, click [Done]  or [Cancel] , as applicable.
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Statement Of Earnings And Leave

The Statement of Earnings and Leave report (window 1) (Figure 180 ) is displayed when you
select Statement of Earnings and Leave  on the Workforce Reports menu (Figure 88 ). This
report displays an employee’s earnings statement for a pay period. Data for this report is
obtained from the Payroll/Personnel database and is updated biweekly.

Figure 180. Statement Of Earnings And Leave report (window 1)

After completing the Employee Social Security Number field, click [Done] . The Statement of
Earnings and Leave report (window 2) (Figure 181 ) is displayed.

Figure 181. Statement Of Earnings And Leave report (window 2)

After completing the Payroll Pay Period field on the Statement of Earnings and Leave report
(window 2) (Figure 181 ), the Statement of Earnings and Leave report (with
criteria) (Figure 182 ) is displayed.
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Figure 182. Statement Of Earnings And Leave report (with criteria)
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Field Instructions

Employee Social
Security Number

Type the employee’s nine-digit ssn in this field. After typing the ssn,
click [Done] .

Payroll Pay Period Select the pay period to be displayed on the report.
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Use-Or-Lose Leave Report

The Use-Or-Lose Leave report (Figure 183 ) is displayed when you select Use-Or-Lose
Report  on the Workforce Reports menu (Figure 88 ). The Use-Or-Lose report (Figure 183 )
displays a list of employees (by organization) who are in a use-or-lose situation regarding
annual leave. Data for this report is obtained from the Payroll/Personnel database and is
updated biweekly.

Figure 183. Use-Or-Lose report

After running the Use-Or-Lose report (Figure 183 ), the Use-Or-Lose report (with
criteria) (Figure ) is displayed.

Figure 184. Use-Or-Lose report (with criteria)
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Field Instructions

Organizational Structure Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, click [Done] , [Cancel] , or [Next] , as applicable. If you click [Next] ,
additional organizational information is displayed. You can continue to make
selections and click [Next]  to further customize your selection. There are nine
organizational levels available when clicking [Next] . Multiple or block
selections are not allowed when you click [Next] . If you wish to return to the
previous level, click [Previous] . Your security access determines how many
levels you are able to access.

Personnel Office
Identifier

Click this field to indicate the POI to be displayed on the report. The 4-digit
POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done]  or [Cancel]  as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select either Blue Collar (DOC Only)  or Pay
Bands (DOC Only) . If you select either Blue Collar (DOC
Only)  or Pay Bands (DOC Only) , you can select Pay Plan
Groupings Include  for a list of what is contained in these two classifications.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Grade Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values are Professional , Administrative , Technical ,
Clerical , Other , and Blue collar . The default for this field is All .
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.
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Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values are Supervisor ,
Supervisor/Manager , Management , Supervisor (CSRA) ,
Management (CSRA) , Leader , and Non-Supervisory . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Location (Duty State) Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Location (Duty City) Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Location (Duty County) Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a message, There were
no counties designated for the selected state , will
appear. If this message appears, click [Cancel]  to return to the report. The
default for this field is All . Multiple or block selections are allowed. If a
selection is made, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Employment Type (PFT) Click this field to indicate the full-time or part-time status of the employee. You
can select Employment Types Include  for definitions of the various employment
types. The default for this field is All . Multiple or block selections are
allowed. After making your selection, click [Include] , [Exclude] , [Cancel] , or
[Reset] , as applicable.

Age Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Done]  or [Cancel] , as applicable.

Disability Code Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.
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Gender Click this field to indicate the gender to be displayed on the report. Valid values
are Male  and Female . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.

Race And National Origin Click this field to indicate the RNO Code to be displayed on the report. Valid
values are Asian/Pacific Islander , Black , Hispanic ,
American Indian/Alaskan Native , White , and Other . The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Education Level Click this field to indicate the education level to be displayed on the report. The
default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Length Of Service Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field is All . Multiple or block selections are allowed. After making
your selection, click [Done]  or [Cancel] , as applicable.

Tenure Group Click this field to indicate the tenure group to displayed on the report. Valid
values are Not In Any Retention Group , Group 1 , Group 2 ,
and Group 3 . The default for this field is All . Multiple or block selections
are allowed. After making your selection, click [Include] , [Exclude] , [Cancel] ,
or [Reset] , as applicable.

Uniform Service Status Click this field to indicate the uniform service status. Valid values are None,
Ready Reserve , Standby Reserve , National Guard ,
Retired Military-Regular , and Retired
Military-Non-regular . The default for this field is All . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Veteran Status Click this field to indicate the veteran status in relation to the Vietnam War.
Valid values are Not A Veteran Of The Vietnam Era (Prior
To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , and Not A Veteran
(After 9/30/91) . The default for this field is All . Multiple or block
selections are allowed. After making your selection, click [Include] , [Exclude] ,
[Cancel] , or [Reset] , as applicable.



Title I, Chapter 29
Reporting Center 

R
unning W

orkforce R
eports

271

Separation Accession
Type

Click this field to indicate the separation accession status to be included on the
report. Valid values are Not Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field is Not
Separated Or Accession This Pay Period . Multiple or
block selections are allowed. After making your selection, click [Include] ,
[Exclude] , [Cancel] , or [Reset] , as applicable.

Type Of Appointment Click this field to indicate the appointment type to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Employment Type Click this field to indicate the employment type to be displayed on the report.
Valid values are Full-time , Part-time , Intermittent , Fee
Basis Of Piecework , and First 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Special Employee Code Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field is All . Multiple or block selections are allowed.
After making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Retirement System Click this field to indicate the retirement system to be displayed on the report.
The default for this field is All . Multiple or block selections are allowed. After
making your selection, click [Include] , [Exclude] , [Cancel] , or [Reset] , as
applicable.

Sort Order Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. If no sort options are selected, Last Name  is used to sort
the data.
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W-2  Wage And Tax Statement

The W-2 and Tax Statement report (Figure 185 ) is displayed when you select W-2  Wage And
Tax Statement  on the Workforce Reports menu (Figure 88 ). This report displays an
employee’s W-2 information.

Figure 185. W-2 Wage And Tax Statement report

After completing the W-2 Wage and Tax Statement report (Figure 185 ), the W-2 Wage and
Tax Statement report (with criteria) (Figure 186 ) is displayed.

Figure 186. W-2 Wage And Tax Statement report (with criteria)

Field Instructions

Employee Social
Security Number

Type the employee’s nine-digit ssn in this field. After typing the ssn,
click [Done] .

Year Type the year of the W-2 to be displayed on the Report. After typing the year,
click [Done] .
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you
can use this index to locate the page number.

A
About The Reporting Center, 1

Access And Security, 3

Account Number
Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42
Telephone Download Report, 48
Telephone Over the Max Limit Report, 51

Account Status, 48

Accounting Month, 57

Accounting Station,  58

Active Employee Search By Last Name, 90

Adjustment Type, 64

Age
All Actions Minority Profile Report, 101
All Actions Report, 97
Education Level Profile Report, 147
Employment By Disability Code Report, 171
Employment Changes Report, 175
Gender Profile Report, 183
Grade Distribution Report, 187
Grade Range Report, 195
Grades Across Minority And Gender Report, 191
Hires Minority Profile Report, 109
Hires Report, 105
Leave Balances Report, 199
Leave Liability Report, 205
Length Of Service Profile Report, 211
Life Insurance Listing Report, 216
Manpower Analysis Report, 221
Minority Profile Report, 227
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 117
Promotions Report, 113
Retirement Eligibility Report, 247
Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 255

Salary Summary Report, 261
Separations Minority Profile Report, 125
Separations Report, 121
Use-Or-Lose Report, 269

Age Profile, 129

Agency
Energy Data Download Report, 27
Energy Detail Report, 34
Energy Summary Report, 40
FSDW Abnormal Balance By Fund Report, 62
FSDW Abnormal Balance By Treas Sym Report, 60
FSDW Adjustments Report, 64
FSDW Consolidated Financial Statements Report, 66
FSDW Crosswalk Trial Balance Report, 68
FSDW Eliminations Report, 70
FSDW Financial Statement Consistency Report, 73
FSDW FMS2108, 85
FSDW GL Account Trial Balance Report, 76
FSDW Preliminary Financial Statements Report, 78
FSDW SF133, 84
FSDW Trial Balance By Treasury Symbol Report, 82
FSDW Trial Balance Report, 80
SF-224 Abstract Of Trans (SCAP5D) Report, 57
Telephone Download Report, 47
Telephone Over the Max Limit Report, 51

ALC, 54

All Actions, 95

All Actions Minority Profile, 99

Appn/Allottee
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Appropriation Fund/Receipt Symbol, 58

As Of Date, 243

B
Beginning Fiscal Year, 60

Billing Cycle, 49

Bills Dated, 54
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Budget Act.
Energy Data Download Report, 29
Energy Detail Report, 36
Energy Summary Report, 41

C

Change Your Password, 7

Change Password, 23

Change Your Password Pop-up Field Instructions, 23

Civilian Employment (SF113-A) Report, 133

Civilian Employment (SF113-G) Report, 135

Class/Sp. Purpose
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Competitive Level, 242

Confirm New Password, 24

Contact Point, 45

Control Number
FSDW Adjustments Report, 64
FSDW Eliminations Report, 70

Cost Resp. Center
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Cost Resp. Division
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Creating A Report As A Chart Or Graph, 16

Creating A Spreadsheet, 21

Creating Reports, 15

D
Date Paid, 58

Date Processed, 52

Dental Plan Payment Report, 137

Direct Hire (Yes/No), 135

Disability Code
Age Profile Report, 131
All Actions Minority Profile Report, 101
All Actions Report, 97

Education Level Profile Report, 147
Employment By Disability Code Report, 171
Employment Changes Report, 175
Gender Profile Report, 183
Grade Distribution Report, 187
Grade Range Report, 194
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 109
Hires Report, 105
Leave Balances Report, 200
Leave Liability Report, 206
Length Of Service Profile Report, 211
Life Insurance Listing Report, 216
Manpower Analysis Report, 222
Minority Profile Report, 227
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 117
Promotions Report, 113
Retirement Eligibility Report, 247
Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 256
Salary Summary Report, 261
Separations Minority Profile Report, 125
Separations Report, 121
Use-Or-Lose Report, 269

Div/Branch
Energy Data Download Report, 30
Energy Summary Report, 42

Division
Energy Data Download Report, 29
Energy Detail Report, 35
Energy Summary Report, 41

Document Reference Number, 54

Dues Withheld, 141

E
Education Level

Age Profile Report, 131
All Actions Minority Profile Report, 101
All Actions Report, 97
Employment By Disability Code Report, 171
Employment Changes Report, 175
Gender Profile Report, 183
Grade Distribution Report, 187
Grade Range Report, 195
Grades Across Minority And Gender Report, 191
Hires Minority Profile Report, 109
Hires Report, 105
Leave Balances Report, 200
Leave Liability Report, 206



Title I, Chapter 29
Reporting Center 

Index - 3

Length Of Service Profile Report, 212
Life Insurance Listing Report, 217
Manpower Analysis Report, 222
Minority Profile Report, 227
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 117
Promotions Report, 113
Retirement Eligibility Report, 246
Retirement Profile (Inc. Early Out) Report, 252
Roster Of Employees Report, 256
Salary Summary Report, 262
Separations Minority Profile Report, 125
Separations Report, 121
Use-Or-Lose Report, 270

Education Level Profile, 145

Elimination Type, 70

Employee Search (By Name), 149

Employee Search (By SSNO), 167

Employee Social Security Number
Statement Of Earnings And Leave, 89
Statement of Earnings and Leave Report, 266
W-2 Wage and Tax Statement Report, 274
W2 Wage And Tax Statement, 91

Employment By Disability Code, 169

Employment Changes, 173

Employment Coverage
Civilian Employment (SF-113A) Report, 134
Civilian Employment (SF-113G) Report, 136

Employment Month, 133

Employment Type
Dental Plan Payment Report, 139
Dues Withheld Report, 143
Flexfund Report, 179
Leave Balances Report, 201
Leave Liability Report, 207
Manpower Analysis Report, 223
Roster Of Employees Report, 257
Use-Or-Lose Report, 271

Employment Type (PFT)
Age Profile Report, 130
All Actions Minority Profile Report, 101
All Actions Report, 97
Education Level Profile Report, 147
Employment By Disability Code Report, 171
Employment Changes Report, 175
Gender Profile Report, 183
Grade Distributin Report, 187
Grade Range Report, 195
Grades Across Minority And Gender Report, 191

Hires Minority Profile Report, 109
Hires Report, 105
Leave Balances Report, 199
Leave Liability Report, 205
Length Of Service Profile Report, 211
Life Insurance Listing Report, 216
Manpower Analysis Report, 221
Minority Profile Report, 227
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 117
Promotions Report, 113
Retirement Eligibility Report, 247
Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 255
Salary Summary Report, 261
Separations Minority Profile Report, 125
Separations Report, 121
Use-Or-Lose Report, 269

Energy Data Download, 27

Energy Detail, 33

Energy Summary, 39

Energy Type
Energy Data Download Report, 31
Energy Detail Report, 37

Enter Last Name, 165

Enter New Password, 24

Enter Social Security Number, 167

Exiting The Reporting Center, 10

F
F/Y Fund, 35

Fed Flex Plan, 178

Feeder System Acronym
Energy Data Download Report, 30
Energy Detail Report, 37
Energy Summary Report, 43

Field Instructions For The Reporting Center, 23

Field Instructions For Using The Reporting Center, 23

Financial Statement
FSDW Consolidated Financial Statements Report, 66
FSDW Crosswalk Trial Balance Report, 67
FSDW Preliminary Financial Statements Report, 77

Fiscal Month
Abnormal Balance By Treas Sym Report, 59
FSDW Abnormal Balance By Fund Report, 61
FSDW FMS2108, 85
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FSDW SF133, 84

Fiscal Year
FSDW Abnormal Balance By Fund Report, 61
FSDW Abnormal Balance By Treas Sym Report, 59
FSDW FMS2108, 85
FSDW SF133, 84

Flex Fund, 177

Flexfund Report, 178

Freeze Date, 243

FSDW Abnormal Balance By Fund Report, 61

FSDW Abnormal Balance By Treas Sym, 59

FSDW Adjustments Report, 63

FSDW Consolidated Financial Statements, 65

FSDW Crosswalk Trial Balance, 67

FSDW Eliminations Report, 69

FSDW Financial Statement Consistency Report, 71

FSDW FMS2108, 85

FSDW GL Account Trial Balance, 75

FSDW Preliminary Financial Statements, 77

FSDW SF133, 83

FSDW Trial Balance, 79

FSDW Trial Balance By Treasury Symbol, 81

Fund
FSDW Abnormal Balance By Fund Report, 62
FSDW Abnormal Balance By Treas Sym Report, 60
FSDW Consolidated Financial Statements Report, 66
FSDW Crosswalk Trial Balance Report, 68
FSDW Financial Statement Consistency Report, 73
FSDW GL Account Trial Balance Report, 76
FSDW Preliminary Financial Statements Report, 78
FSDW Trial Balance By Treasury Symbol Report, 82
FSDW Trial Balance Report, 80

FY/ Fund
Energy Data Download Report, 29
Energy Summary Report, 41

FY/Appn
Energy Data Download Report, 29
Energy Detail Report, 36
Energy Summary Report, 42

G
Gender

Age Profile Report, 131
All Actions Minority Profile Report, 101
All Actions Report, 97

Education Profile Report, 147
Employment By Disability Code Report, 171
Grade Distribution Report, 187
Grade Range Report, 194
Hires Minority Profile Report, 109
Hires Report, 105
Leave Balances Report, 200
Leave Liability Report, 206
Length Of Service Profile Report, 211
Life Insurance Listing Report, 217
Manpower Analysis Report, 222
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 117
Promotions Report, 113
Retirement Eligibility Report, 247
Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 257
Salary Summary Report, 262
Separations Minority Profile Report, 125
Separations Report, 121
Use-Or-Lose Report, 271

Gender Profile, 181

Geographic Location Code
Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42

Getting Started In The Reporting Center , 5

GL Account
FSDW Crosswalk Trial Balance Report, 68
FSDW Financial Statement Consistency Report, 73
FSDW GL Account Trial Balance Report, 76
FSDW Trial Balance By Treasury Symbol Report, 82
FSDW Trial Balance Report, 80

Govt. Owned/Leased
Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42

Grade
Age Profile Report, 130
All Actions Minority Profile Report, 100
All Actions Report, 96
Dental Plan Payment Report, 138
Dues Withheld Report, 142
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Flexfund Report, 179
Gender Profile Report, 182
Grade Range Report, 195
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108
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Hires Report, 104
Leave Balances Report, 198
Leave Liability Report, 205
Length Of Service Profile Report, 210
Life Insurance Listing Report, 215
Manpower Analysis Report, 221
Minority Profile Report, 226
Occupation (PATCO) Profile Report, 230
Organization Profile Report, 234
Promotions Minority Profile Report, 116
Promotions Report, 112
Reduction In Force (RIF) Report, 242
Retirement Eligibility Report, 246
Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 255
Salary Summary Report, 261
Separations Minority Profile Report, 124
Separations Report, 120
Use-Or-Lose Report, 269

Grade Distribution, 185

Grade Range, 193

Grades Across Minority And Gender, 189

H
Hardware Requirements, 4

Hires, 103

Hires Minority Profile, 107

How Do I, 23

I
Include Eliminations, 73

Include Notes, 24

Include Percentages
Age Profile Report, 131
Education Level Profile Report, 147
Length Of Service Profile Report, 212
Occupation (PATCO) Profile Report, 232
Retirement Eligibility Report, 248

Include Relative Civilian Labor Force (RCLF) Statistics,
Gender Profile Report, 184

Index Code
Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42

L
Learning About The Reporting Center, 5

Leave Balances, 197

Leave Error, 45

Leave Liability, 203

Length Of Service
Age Profile Report, 131
All Actions Minority Profile Report, 102
All Actions Report, 98
Education Level Profile Report, 147
Employment By Disability Code Report, 171
Employment Changes Report, 175
Gender Profile Report, 184
Grade Distribution Report, 187
Grade Range Report, 196
Grades Across Minority And Gender Report, 191
Hires Minority Profile Report, 110
Hires Report, 106
Minority Profile Report, 227
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 236
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 118
Promotions Report, 114
Retirement Eligibility Report, 248
Retirement Profile (Inc. Early Out) Report, 252
Salary Summary Report, 262
Separations Minority Profile Report, 126
Separations Report, 122
Use-Or-Lose Report, 270

Length Of Service Profile, 209

Life Ins. Coverage, 214

Life Ins. Coverage 2, 214

Life Ins. Coverage 3, 215

Life Ins. Coverage 4, 215

Life Ins. Option, 214

Life Ins. Option 2, 214

Life Ins. Option 3, 215

Life Ins. Plan, 214

Life Ins. Plan 2, 214

Life Ins. Plan 3, 215

Life Ins. Plan 4, 215

Life Ins. Plan Display, 214

Life Insurance Listing, 213

List Box, 24

Local/Lodge, 143
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Location
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Location (Duty City)
Dues Withheld Report, 142
Flexfund Report, 179
Leave Balances Report, 199
Leave Liability Report, 205
Life Insurance Listing Report, 216
Manpower Analysis Report, 221
Reduction In Force (RIF) Report, 243
Roster Of Employees Report, 255
Use-Or-Lose Report, 269

Location (Duty County)
Dues Withheld Report, 143
Flexfund Report, 179
Leave Balances Report, 199
Life Insurance Listing Report, 216
Manpower Analysis Report, 221
Reduction In Force (RIF) Report, 243
Roster Of Employees Report, 255
Use-Or-Lose Report, 269

Location (Duty State)
Dental Plan Payment Report, 138
Dues Withheld Report, 142
Flexfund Report, 179
Leave Balances Report, 199
Leave Liability Report, 205
Life Insurance Listing Report, 216
Manpower Analysis Report, 221
Reduction In Force (RIF) Report, 243
Roster Of Employees Report, 256
Use-Or-Lose Report, 270

Location (State)
Age Profile Report, 130
All Actions Minority Profile Report, 101
All Actions Report, 97
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 175
Gender Profile Report, 183
Grade Distribution Report, 187
Grade Range Report, 195
Grades Across Minority And Gender Report, 191
Hires Minority Profile Report, 109
Hires Report, 105
Length Of Service Profile Report, 211
Minority Profile Report, 227
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 115

Promotions Report, 111
Retirement Eligibility Report, 247
Retirement Profile (Inc. Early Out) Report, 251
Salary Summary Report, 261
Separations Minority Profile Report, 123
Separations Report, 119

Location 2
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

M
Manpower Analysis, 219

Mgmt. Code
Energy Data Download Report, 29
Energy Detail Report, 35
Energy Summary Report, 41

Minority Profile, 225

Mission Area
FSDW Abnormal Balance By Fund Report, 62
FSDW Abnormal Balance By Treas Sym Report, 59
FSDW Adjustments Report, 63
FSDW Consolidated Financial Statements Report, 66
FSDW Crosswalk Trial Balance Report, 68
FSDW Eliminations Report, 69
FSDW Financial Statement Consistency Report, 73
FSDW GL Account Trial Balance Report, 75
FSDW Preliminary Financial Statements Report, 78
FSDW Trial Balance By Treasury Symbol Report, 82
FSDW Trial Balance Report, 79

Modal Rating, 243

My Reports Listing Menu Field Instructions, 24

My Reports Pop-up Field Instructions, 24

N
Nature Of Actions (For New Hires)

All Actions Report, 96
All Actions Minority Profile Report, 100
Hires Minority Profile Report, 108
Hires Report, 104

Nature Of Actions (For Promotions)
Promotions Minority Profile Report, 116
Promotions Report, 112

Nature Of Actions (For Separations)
Separations Minority Profile Report, 124
Separations Report, 120

Notes, 24



Title I, Chapter 29
Reporting Center 

Index - 7

O
Occupation (PATCO)

Age Profile Report, 130
All Actions Minority Profile Report, 100
All Actions Report, 96
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Gender Profile Report, 182
Grade Distribution Report, 186
Grade Range Report, 195
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108
Hires Report, 104
Leave Balances Report, 199
Leave Liability Report, 205
Length Of Service Profile Report, 210
Life Insurance Listing Report, 215
Manpower Analysis Report, 221
Minority Profile Report, 226
Organization Profile Report, 234
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 116
Promotions Report, 112
Retirement Eligibility Report, 246
Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 255
Salary Summary Report, 260
Separations Minority Profile Report, 124
Separations Report, 120
Use-Or-Lose Report, 268

Occupation (PATCO) Profile, 229

Occupational Series
Age Profile Report, 130
All Actions Minority Profile Report, 100
All Actions Report, 96
Dental Plan Payment Report, 138
Dues Withheld Report, 142
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Flexfund Report, 178
Gender Profile Report, 182
Grade Distribution Report, 186
Grade Range Report, 194
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108
Hires Report, 104
Leave Balances Report, 198
Leave Liability Report, 205
Length Of Service Profile Report, 210
Life Insurance Listing Report, 215
Manpower Analysis Report, 220

Minority Profile Report, 226
Occupation (PATCO) Profile Report, 230
Organization Profile Report, 234
Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 116
Promotions Report, 112
Reduction In Force (RIF) Report, 242
Retirement Eligiblity Report, 246
Retirement Profile (Inc. Early Out) Report, 250
Roster Of Employees Report, 254
Salary Summary Report, 260
Separations Minority Profile Report, 124
Separations Report, 120
Use-Or-Lose Report, 268

Office/Division
Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42

Online Help, 5

Org
Energy Data Download Report, 29
Energy Detail Report, 36
Energy Summary Report, 42

Org/Sub-Unit
Energy Detail Report, 35
Energy Summary Report, 41

Organization
Energy Data Download Report, 29
Energy Detail Report, 35

Organization Profile, 233

Organizational Structure
Age Profile Report, 129
All Actions Minority Profile Report, 100
All Actions Report, 96
Civilian Employment (SF-113A) Report, 133
Civilian Employment (SF-113G) Report, 135
Dental Plan Payment Report, 138
Dues Withheld Report, 142
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Flexfund Report, 178
Gender Profile Report, 182
Grade Distribution Report, 186
Grade Range Report, 194
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108
Hires Report, 104
Leave Balances Report, 198
Leave Liability Report, 204
Length Of Service Profile Report, 210
Life Insurance Listing Report, 214
Manpower Analysis Report, 220
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Minority Profile Report, 226
Occupations (PATCO) Profile Report, 230
Organization Profile Report, 234
Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 116
Promotions Report, 112
Reduction In Force (RIF) Report, 242
Retirement Eligibility Report, 246
Retirement Profile (Inc. Early Out) Report, 250
Roster Of Employees Report, 254
Salary Summary Report, 260
Separations Minority Profile Report, 124
Separations Report, 120
Use-Or-Lose Report, 268

Organizaton
Energy Data Download Report, 29
Energy Summary Report, 41

OTRS/IPAC, 53

OTRS/IPAC Report, 53

Overview, 1

P
Password, 23

Pay Period, 87

Pay Plan
Age Profile Report, 130
All Actions Minority Profile Report, 100
All Actions Report, 96
Dental Plan Payment Report, 138
Dues Withheld Report, 142
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Flexfund Report, 178
Gender Profile Report, 182
Grade Distribution Report, 186
Grade Range Report, 194
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108
Hires Report, 104
Leave Balances Report, 198
Leave Liability Report, 204
Length Of Service Profile Report, 210
Life Insurance Listing Report, 215
Manpower Analysis Report, 220
Minority Profile Report, 226
Occupation (PATCO) Profile Report, 230
Organization Profile Report, 234
Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 116
Promotions Report, 112

Reduction In Force (RIF) Report, 242
Retirement Eligiblity Report, 246
Retirement Profile (Inc. Early Out) Report, 250
Roster Of Employees Report, 254
Salary Summary Report, 260
Separations Minority Profile Report, 124
Separations Report, 120
Use-Or-Lose Report, 268

Pay Plan And Grade Distribution, 237

Pay Register Date, 54

Payroll Office Number, 87

Payroll Pay Period
Statement of Earnings and Leave, 90
Statement of Earnings and Leave Report, 26

Personnel Office Identifier
Age Profile Report, 130
All Actions Minority Profile Report, 100
All Actions Report, 96
Dental Plan Payment Report, 138
Dues Withheld Report, 142
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Flexfund Report, 178
Gender Profile Report, 182
Grade Distribution Report, 186
Grade Range Report, 194
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108
Hires Report, 104
Leave Balances Report, 198
Leave Liability Report, 204
Length Of Service Profile Report, 210
Life Insurance Listing Report, 214
Manpower Analysis Report, 220
Minority Profile Report, 226
Occupation (PATCO) Profile Report, 230
Organization Profile Report, 234
Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 116
Promotions Report, 112
Reduction In Force (RIF) Report, 242
Retirement Eligiblity Report, 246
Retirement Profile (Inc. Early Out) Report, 250
Roster Of Employees Report, 254
Salary Summary Report, 260
Separations Minority Profile Report, 124
Separations Report, 120
Use-Or-Lose Report, 268

Pgm/Rgn/Div
Energy Data Download Report, 29
Energy Detail Report, 35
Energy Summary Report, 41

POD
Abnormal Balance By Treas Sym Report, 60
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FSDW Abnormal Balance By Fund Report, 62
FSDW Consolidated Financial Statment Report, 66
FSDW Crosswalk Trial Balance, 68
FSDW Financial Statement Consistency Report, 73
FSDW Preliminary Financial Statement, 78
FSDW Trial Balance By Treasury Symbol Report, 82
GL Account Trial Balance Report, 76

Print SSN, 243

Promotions, 111

Promotions Minority Profile, 115

R
Race And National Origin

Age Profile Report, 131
All Actions Minority Profile Report, 101
All Actions Report, 97
Education Level Profile Report, 147
Employment By Disability Code Report, 171
Gender Profile Report, 183
Grade Distribution Report, 187
Grade Range Report, 195
Hires Minority Profile Report, 109
Hires Report, 105
Leave Balances Report, 200
Leave Liability Report, 206
Length Of Service Profile Report, 211
Life Insurance Listing Report, 217
Manpower Analysis Report, 222
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 117
Promotions Report, 113
Retirement Eligibility Report, 247
Retirement Profile (Inc. Early Out) Report, 252
Roster Of Employees Report, 256
Salary Summary Report, 262
Separations Minority Profile Report, 125
Separations Report, 121
Use-Or-Lose Report, 271

Rating/Pattern, 243

Reduction In Force (RIF) Report, 241

Region
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Related Systems, 1

Report As Chart Or Graph
Age Profile Report, 132

All Actions Minority Profile Report, 102
All Actions Report, 98
Education Level Profile Report, 148
Gender Profile Report, 184
Grade Distribution Report, 188
Hires Minority Profile Report, 110
Hires Report, 106
Length Of Service Profile Report, 212
Minority Profile Report, 228
Occupation (PATCO) Profile Report, 232
Organization Profile Report, 236
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Promotions Report, 114
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Separations Report, 122
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Starting The Reporting Center, 5
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Energy Data Download, 28
Energy Detail Report, 34
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Occupation (PATCO) Profile Report, 232
Organization Profile Report, 236
Pay Plan And Grade Distrubtion Report, 240
Promotions Minority Profile Report, 118
Promotions Report, 114
Retirement Eligibility Report, 248
Retirement Profile (Inc. Early Out) Report, 252
Salary Summary Report, 263
Separations Minority Profile Report, 126
Separations Report, 122

Time Frame 1, 175

Time Frame 2, 176
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User ID
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Use The How Do I Pop-ups, 8
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